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CITY OF SALINAS 
invites applications for the position of:

Human Resources Technician

SALARY: $4,022.00 - $5,132.00 Monthly 

DEPARTMENT: Administraton

DIVISION: Human Resources

OPENING DATE: 01/06/20

CLOSING DATE: 01/20/20 05:00 PM

THE POSITION:

The City of Salinas is accepting applications for Human Resources Technician. The position
will be dedicated to the support of payroll-related functions for all Departments such as
payroll timekeeping, preparation of Personnel Action Forms and Personnel Requisitions and
tracking of Performance Reviews, among other things. 

SPECIAL INSTRUCTIONS: All interested applicants must provide proof of education and a typing
certificate reflecting 45 net words per minute, valid within the last twelve months, at the time of
application or submit to the Human Resources Department prior to the closing date. Self-administered
typing exams are not accepted. Applications are incomplete without the required documents and
responses to supplemental questionnaire. 

Summary of Duties: Under general supervision, the Human Resources Technician provides support,
assistance, and general administration for the Human Resources staff and public inquiries. Performs
 Human Resources tasks including benefits, enrollment, payroll and daily customer service.

Distinguishing Characteristics: This is an entry level position in the Human Resources department.
Performs routine human resources tasks with set methods and standards. Provides support and
assistance for other staff and is able to manage and answer public inquires.

ESSENTIAL JOB FUNCTIONS:

1. Performs a wide range of administrative tasks for the Human Resources department; assists
with new hires and employee updates, manages documents for benefits and enrollments,
ensures accuracy in reporting and documentation, and maintains good communication with all
City employees

2. Assists the public in person and over the phone; answers questions, directs inquiries to the
appropriate area, and provides information regarding open positions, status of applications, and
general employment process

3. Reviews, reconciles, and monitors health and benefit bills for employees; submits and requests
checks in order to ensure coverage is not lost; works with multiple departments to ensure
benefits administered by other parties are paid and applied

4. Performs and manages new employee intake process for the City; schedules appointments,
performs LiveScan, submits information to the Department of Justice, monitors submission, and
maintains confidentiality

5. Administers the New World System; performs changes to benefits, contributions, employee
status, and personal information ensuring accuracy; processes personal action forms

6. Creates and runs business analytic reports for the Human Resources Director, the Department,
and various bargaining units; submits job openings and labor turnover numbers to the US
Department of Labor

7. Performs payroll duties; ensures timecards are submitted appropriately and entered efficiently;
gains approvals and signatures for payroll

8. Administers and manages the tuition reimbursement monies that have been allocated for
education; receives appropriate paperwork for reimbursement, inputs correct information into
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employee file, gathers appropriate approvals and signatures, creates purchase orders, and
follows the tuition reimbursement process

9. Assists with proctoring written exams, facilitating interviews, and Oral Board sit ins; compiles
testing and interviewing materials, handles logistics, and answers questions regarding the
interview process; coordinates training events

10. Performs other duties as assigned

Typical Decisions: The incumbent will make daily decisions regarding Human Resources  office
organization. Must understand confidentiality and be able to handle employee files, information,
resources, and facilitation.
 

MINIMUM QUALIFICATIONS:

Knowledge of:

Health benefits including medical, dental, and vision
Principles of office management, organization, and employee development
Applicable Federal, State, and local laws and regulations
Modern office methods and procedures
Spreadsheet, electronic mail, and word processing applications and presentation software

Skill in:

Understanding the organization and operation of the City and its relationships to outside
agencies
Interpreting, analyzing, and explaining governmental policy and procedures
Preparing accurate, concise, and professional reports
Accurately typing at a speed of 45 words per minute.

Ability to:

Learn and use related software and computer programs
Communicate effectively both verbally and in writing
Establish and maintain effective working relationships with City staff, public agencies,
community organizations, and the general public

 
Education: High School Diploma or GED

Experience: Three years of increasingly responsible experience in office support work including time
entry and/or payroll, two of which are in the Human Resources environment. College education of one
(1) year or greater in Human Resources, or related field may be substituted for one year of office
support work

Licenses and Certifications: Possession of a valid California Driver's License

SUPPLEMENTAL INFORMATION:

Physical Demands and Working Conditions: This is primarily a sedentary office classification
although standing in work areas and walking between work areas may be required. Finger dexterity is
needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate
standard office equipment; vision to read printed materials and a computer screen; hearing and
speech to communicate in person and over the telephone. Positions in this classification occasionally
bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file information.
Employees must possess the ability to lift, carry, push, and pull materials and objects weighing up to
twenty-five pounds.

Employees work in an office environment with moderate noise levels, controlled temperature
conditions, and no direct exposure to hazardous physical substances.  Employees may interact with
upset staff and/or public and private representatives in interpreting and enforcing departmental
policies and procedures.
 
The above statements are intended to describe the general nature and level of work being performed
and are not intended to be an exhaustive list of all responsibilities, duties and skills which may be
required.
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200 Lincoln Avenue
Salinas, CA 93901

hrwebmail@ci.salinas.ca.us

Position #19-00050
HUMAN RESOURCES TECHNICIAN

PP

Human Resources Technician Supplemental Questionnaire

 

* 1. Please indicate the number of full time years you have worked in a position where you directly
supported Human Resources functions, if any. (Experience MUST be detailed in the work experience
section of your electronic application.)

* 2. Briefly describe your experience working in a Human Resources environment. Please describe your
specific role and responsibilities supporting Human Resources functions as well as your experience
with time entry and/or payroll.

* Required Question
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