
 
LA HABRA CITY SCHOOL DISTRICT 

JOB DESCRIPTION 

 

PERSONNEL TECHNICIAN 

Definition 
 

Under general supervision of the Superintendent or designee, performs a variety of work of a technical and clerical 

nature related to personnel functions; implements personnel policies and procedures; establish and maintains accurate 

records related to personnel.  

 

Distinguishing Characteristics 

 

This is a single position class that performs a variety of responsible and technical duties involving both certificated and 

classified employees of the District. 

 

Typical Tasks 

 

- Prepares documents related to the recruitment, examinations, selection, employment, licensing, and 

assignment functions for the hiring of District personnel. 

- Schedules interviews; assists in preparing and scoring tests, organizes materials for both panel 

members and candidates; notifies candidates of outcome of interviews; prepares and posts ads for job 

vacancies on EdJoin (Education Job Opportunities). 

- Assists with data entry of all Sub Release Time documents, calling for substitute teachers, and 

maintaining the automated substitute calling system (SubFinder). 

- Maintains active employee and substitute files on an ongoing basis, updating file documents, creating 

files for new employees, closing of files for terminated employees and notifying appropriate agencies 

of employment status.  

- Coordinates collection of various forms and records required for employment and separation. 

- Inputs data for the establishment and maintenance of personnel files and records, and produces accurate 

and timely reports related thereto. 

- Prepares Board agenda items for employment, termination and all employee changes as necessary. 

- Compiles data and maintains minutes for classified collective bargaining activities and maintains and 

updates the Collective Bargaining Agreement (CBA) contract.  

- Prepares salary information and records for payroll purposes, as directed. Processes and reviews change 

of status/personnel requisition forms for completeness and accuracy to conform with District’s 

approval requirements; confirms assignments with school sites and departments throughout the year 

and tracks extra duty assignments. 

- Maintains classified position control numbers for each assignment. 

- Assists with data entry of Workers’ Comp claims, processing of health benefits documentation and 

billing, and preparation of correspondence as it relates to COBRA and retiree health benefits. 

- Assists in monitoring procedural compliance by the District with various governmental regulations and 

District policies related to personnel; keeps abreast of pertinent laws, rules and policies related to 

personnel. 

- Prepares employee information for governmental reports/actions, and assists in compiling data for the 

annual Personnel Commission report. 

- Performs other related duties as assigned.
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Minimum Qualifications 

Education: Completion of high school or General Education Diploma (GED).  Two years of college or 

community college work, or equivalent education. 

 

Experience: At least one year in a comparable personnel office setting, preferably in a school district or a public 

agency with a merit system or civil service selection system; OR a combination of education and 

experience which has provided a sufficient level of competency in order to successfully perform the 

overall duties and responsibilities of this class. 

 

Knowledge  

of:  Practices and procedures related to classified and certificated employees; correct English usage, 

spelling, grammar, punctuation and composition; modern office organization, methods, procedures and 

equipment; not limited to keyboarding and computer applications; collection, organization and 

retrieval of data in an accurate and timely manner. 

 

Ability to: Learn, utilize and explain laws and regulations related to classified and certificated personnel; 

coordinate a volume of work related to the effective administration of the District’s personnel services; 

establish and accurately maintain confidential records for personnel services; work efficiently and 

pleasantly in situations involving frequent interruptions and deadlines; communicate effectively in oral 

and written form; understand and carry out oral and written instructions; work independently with 

minimal supervision; operate a computer utilizing various software packages for database management 

and preparation of correspondence and reports; establish and maintain cooperative and effective 

working relationships with those contacted in the course of work. 

 

License: Must have and maintain a California Driver’s License and be insurable. 

 

PHYSICAL REQUIREMENTS: 

The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job.  These physical standards are generic in nature and tasks may vary 

dependent on school site or specialized department assignment. 

 

Work Environment: This position may involve the following: constant interruption and direct contact with the 

public and employees; a high volume of responsibilities that may require working without 

direct and/or constant supervision.  Working in an office environment where the noise 

level is usually quiet. 

 

Physical Demands: The physical demands of this position include: ability to sit for extended periods of time; 

some walking and standing; bending and stooping, reaching at, below and above shoulder 

level; grasping, lifting and moving files and documents typically weighing less than 20 

pounds.  Repetitive use of fingers and hands to operate a keyboard and other office 

equipment is necessary; hearing and speaking ability sufficient to provide information via 

phone, intercom and personal contact is also needed. Specific vision abilities including 

close vision, depth perception and the ability to focus are required.  

 

The information contained in this physical standards description is for compliance with ADA and is not an 

exhaustive list of duties performed. The individuals currently holding this position perform additional duties and 

additional duties may be assigned. 
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Work Schedule: 1 

Salary Range:  27 (Confidential) 

 

Board Approval 2002   

REVIEWED BY COMMISSION: 11/7/2006 (1
st
 Reading);  12/5/2006 (2

nd
 Reading) 

     09/07/2010 (Updated) 

REVIEWED BY BOARD  08/26/2010 


