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HUMAN RESOURCES ASSISTANT 

Reports to:  Director or Supervisor  

Dept: Human Resources Range: 20 

FLSA: Nonexempt EEO: Secretarial/Clerical 

Class specifications are intended to present a descriptive list of the range of duties performed by employees 
in the class. Specifications are not intended to reflect all duties performed by individual positions. 

BASIC FUNCTION:  
Under general supervision, provide a variety of difficult and responsible Human Resources 
technical and administrative support for the recruitment, hiring, onboarding and evaluation of 
classified staff, faculty and administrators; provide administrative and operational support for the 
Human Resources Department, Director and professional staff; and perform related duties as 
assigned. 

DISTINGUISHING CHARACTERISTICS:  
Human Resources Support Assistant is distinguished from Human Resources Technician in that 
an incumbent in the latter class performs human resources technical duties requiring more 
detailed knowledge of district and department policies, procedures and technical requirements 
for recruitment, selection, hiring and on-boarding new hires. 

ESSENTIAL DUTIES & RESPONSIBILITIES:  

The duties listed below are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or a logical assignment to this class. 

1. Exhibit an equity-minded focus, responsiveness, and sensitivity to and understanding of the 
diverse academic, socioeconomic, cultural, gender identity, sexual orientation, and ethnic 
backgrounds of community college students, and employees, including those with physical 
or learning disabilities, and successfully foster and support an inclusive educational and 
employment environment. 

2. Monitor and follow up to ensure the timely completion of new hire and on-boarding 
processes for associate faculty, temporary classified and student workers, including TB and 
vaccine clearances, background check clearances, I-9 and social security verifications and 
processing of accurate employment forms and documents; coordinate new hire 
appointments; refer issues identified during background and clearance processes for further 
review by supervisor; work with new hires to resolve problems in uploading documents and 
information to Workday to complete onboarding processes; file personnel documents.  
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3. Coordinate and support the timely completion of faculty, classified staff, and administrator 
performance evaluation processes; deploy student surveys and 360-degree surveys; 
facilitate distribution of survey results and faculty evaluation website posting, track 
completion of process steps and accurate completion of survey request forms in accordance 
with established deadlines under the appropriate policy, procedure, collective bargaining 
agreement, or working conditions manual.  

4. Assist with HR systems management, including the district enterprise resources planning 
system (Workday), evaluation survey system, SharePoint ePortfolio setup/maintenance, 
form updates, system account creation, system user training, and troubleshooting; submit 
tickets for system support; make recommendations for system improvements. 

5. Coordinate the associate faculty Scheduling Priority process; review and verify 
documentation to ensure scheduling priority data are accurate and established criteria are 
met; explain the application of criteria in response to questions by applicants; communicate 
status and outcome to applicants and departments.  

6. Respond to job portal questions from applicants; troubleshoot applicant and end user issues 
and problems encountered in the use of applicant tracking systems.   

7. Support recruitment processes by assisting with direct outreach to potential applicants at 
other colleges and institutions; assist with annual renewal of job postings in the applicant 
tracking system; assist with generating employment contracts for non-tenured faculty, 
administrators, and professional experts and monitor their return.  

8. Provide difficult and responsible administrative support for the Director and Human 
Resources Department operations; coordinate and participate in department administrative 
support operations and programs with a significant degree of independence; monitor 
department budgets; purchase supplies and materials according to established guidelines; 
input data to prepare and process purchase requisitions, purchase orders and check 
requests; verify sufficiency of budget and other data and process invoices for payment; 
process personnel requisitions; prepare and enter travel requests and reimbursements for 
staff travel, ensuring accurate cost allocations in systems; enter new vendor information in 
Workday.  

9. Respond to questions and concerns from district personnel, applicants and the public in 
person and by telephone and email regarding human resources department policies, 
procedures, programs and services; answer inquiries about vacancies and requirements for 
employment; escalate questions, inquiries and technical issues to department staff as 
appropriate. 

10. Using standard office software, compose and/or type memoranda, correspondence, reports, 
agreements, contracts, materials, presentations, spreadsheets, forms and other documents; 
coordinate mass mailings; may take meeting minutes. 
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11. Create, develop, maintain and update specialized and custom forms, databases, logs, files, 
records and reports; design, develop and maintain spreadsheets and databases requiring 
data interpretation and manipulation. 

OTHER DUTIES:  
1. Collect relevant records and respond to subpoenas and public record requests; seek 

appropriate guidance and approval if needed. 

2. Provide backup and assistance to other department staff as needed. 

3. Perform related duties as assigned. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF:  

1. Human resource policies, procedures, practices and legal and bargaining agreement 
requirements at a level necessary to carry out assigned responsibilities. 

2. Principles, practices, concepts and techniques used in customer service, public relations 
and community outreach. 

3. Modern office practices, procedures and equipment including computers and applicable 
software programs. 

4. General features and functionalities of human resource management systems and their use 
at a level necessary to carry out assigned responsibilities.  

5. Principles and practices of sound business communication; correct English usage, including 
spelling, grammar and punctuation. 

6. District organization, functions, rules, policies and procedures applicable to assigned areas 
of responsibility. 

7. Safety policies and safe work practices applicable to the work.  

ABILITY TO:  
1. Understand, interpret, explain and apply policies, procedures, legal requirements, 

bargaining agreement provisions and other information pertaining to assigned areas of 
responsibility. 

2. Analyze situations accurately and adopt effective courses of action. 

3. Establish priorities and work effectively and independently with a high degree of attention to 
detail in a fast-paced environment involving competing priorities. 

4. Learn and utilize multiple complex human resource information systems effectively to carry 
out assigned work responsibilities. 

5. Prepare and maintain accurate and complete files and records. 
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6. Perform specialized data entry rapidly and with a high degree of accuracy. 

7. Compose clear, concise and comprehensive analyses, correspondence, reports, studies, 
agreements, presentations and other written materials from brief instructions. 

8. Maintain confidentiality of district and personnel files and records. 

9. Communicate effectively, both orally and in writing.  

10. Understand and follow written and oral instructions.  

11. Operate a computer and standard business software. 

12. Demonstrate sensitivity to and understanding of diverse academic, socioeconomic, cultural, 
ethnic and disability issues.  

13. Establish and maintain effective working relationships with all those encountered in the 
course of work. 

EDUCATION AND EXPERIENCE:  
Graduation from high school or GED equivalent and at least three years of administrative 
support experience, preferably involving human resources administration activities; or an 
equivalent combination of training and experience. An associate degree is preferred. 

LICENSES AND OTHER REQUIREMENTS:  
A valid California driver’s license and the ability to maintain insurability under the district’s 
vehicle insurance program.   

WORK DIRECTION, LEAD AND SUPERVISORY RESPONSIBILITIES: 
May provide work direction on a specific project to student employees and temporary staff. 

CONTACTS: 
District administrators, faculty, staff, students, applicants and the general public. 

PHYSICAL EFFORT:  
The physical efforts described here are representative of those that must be met by employees 
to successfully perform the essential functions of this class. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Primarily sedentary with intermittent standing, walking, bending and stooping; occasional light 
lifting and carrying of objects weighing up to 25 pounds; ability to travel to various locations on 
and off campus as needed to conduct district business. 
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EMOTIONAL EFFORT: 
Ability to develop and maintain effective working relationships involving interactions and com-
munications personally, by phone and in writing with a variety of individuals and/or groups from 
diverse backgrounds on a regular, ongoing basis; ability to work effectively under pressure on a 
variety of tasks concurrently while meeting established deadlines and changing priorities. 

WORKING CONDITIONS: 
Primarily business office environment; subject to frequent public contact and interruption; inter-
mittent exposure to individuals acting in a disagreeable fashion; occasional evening, weekend 
and/or holiday hours are required on an as-needed basis. 
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