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Serve as the HR liaison to District Legal and other offices regarding public recoi - requests and subpoenas; review,
manage, and track public records requests related to HR personnel records.

Assist HR functional teams to review trends and present findings ar conclusions to HR management or others as
needed.

Participate in the development and implementation of computer s\ 1s or software applications that access
personnel records and provide advis¢  :nt on possible cc ance ters.

Review and analyze ad hoc reports regarding employment, recruitment, d other relevant statistics.

Participate in the development and implementation of HR policy change discussions and recommend updates based
on feedback received and local concerns observed.

Collaborate with HR leadership to assess, design, deliver, and monitor prc  sional development opportunities
focused on all aspects of HR compliance matters affecting the HR teams, District department managers, and
frontline supervisors.

Hire, manage, motivate, develop and evaluate assigned staff; includes hiring, resource allocation, coaching,
performance management, and development of staff.

Attend trainings and conferences to keep current with government/regulatory reports and programs such as
affirmative action and Equal Employment Opportunity (EEO) reporting, immigration policies, and other employment
law best practices in the industry.

Perform other related duties as assigned.
QUALIFICATIONS:

The District determines whether a candidate is qualified based on fulfillment of prerequisites, relevant work
experience, ability to perform the essential functions, reference  >cks, effective interpersonal and communication
skills demonstrated by interview performance and/or writing samples, and achievement on performance-based
assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skills and abilities.
Meeting prerequisites only satisfies the initial screening process and d . not indicate the candidate is qualified to
perform the essential functions of the position.

KNOWLEDGE OF:
The principles, methods, strategies and techniques of human resc  ce administration

Thorough understanding of local, state, and federal employment laws, Education Code, and administrative
regulations governing work scope

Methods and processes of statistical analysis and data reporting

Command of English language, including proper us: :, grammar, spelling, punctuation and vocabulary
Interpersonal skills using tact, patience, and courtesy

Excellent written communication and organizational efficiency skills

Data management techniques

Computer software, hardware, and related technology

ABIl TYTO:

Build effective and collaborative relationships with colleagues at all levels of the District and with external partners

Maintain knowledge of applicable local, state, and federal laws, policies and regul. >ns related to personnel and
public sector matters

Manage databases; develop charts, tabies, and graphs

Communicate effectively, both orally and in writing, with a broad and diverse range of leaders and employees
within and external to the District

Be diplomatic, approachable, solutions-oriented, flexible and assertive

Present complex legal information in condensed and concise manner to large and audiences








