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Human Resource Specialist (Cont’d)


MONTANA JUDICIAL BRANCH

HUMAN RESOURCES SPECIALIST
NATURE OF WORK:

Position performs human resource administrative functions to ensure that requirements of rules, regulations, and laws are met.  This is accomplished by providing direction and advice to district administrators, chief juvenile probation officers and staff, department managers, judges, and supervisors on personnel policies and procedures, as well as answering employee questions on processes and procedures. 
Work also involves administering various personnel programs, including administrative human resource support services, talent management, employee relations, safety and onboarding.  Work is performed under limited supervision of the Director of Human Resources, and with considerable latitude in formulating plans, developing work processes and resolving problems.
Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all of the duties which may be performed.)

· Process all new hire paperwork and organize and maintain personnel files and other HR related information.  Determines new employee status.
· Develops and Conducts New Hire Orientation and onboarding process.

· Directs and participates in the operation and maintenance of the personnel (SABHRS) data base for the Judicial Branch.
· Conducts exit interviews, prepares analysis and summaries of termination reason.

· Develops and Produces reports and analyzes data as needed. 
· Recommends changes and improvements to HR programs.
· Administer and approve medical leave of absences and track Family Medical Leave Act usage.

· Coordinates the workers compensation claims process.
· Reviews and responds to UI claims

· Administers and performs compensation calculations and leave accounting.

· Directs the review and processing of personnel transactions (raises, promotions, longevity, benefit and retirement changes etc.).

· Develops, maintains and updates forms, spreadsheets and documents.
· Researches, gathers, documents and analyzes information on selected topics
· Performs ergonomic assessments and determines and advises ergonomic purchases.

· Disseminates all necessary information keeping pertinent parties informed.
· Conducts classification review and reclassification requests

· Provides advice, explains and defends classification decisions

· Develops, writes, reviews, updates position descriptions and performs job analysis of positions.
· Coordinates with incumbents and supervisors to gather information at needed. 

· Partners with hiring managers to assess staffing needs and develop recruiting strategies to identify talent.

· Compiles, prepares, and posts external/internal job openings.

· Consults hiring managers in regards to legal and effective practices for all stages of recruitment and selection to include selection criteria, vacancy announcements, sourcing applicants, interviewing, and communications with applicants.

· Coordinates equal opportunity initiatives.

· Maintains staffing reports and provides special analysis as needed.

· Coaches managers on ADA, FMLA, FLSA and all other applicable laws and regulation and assures compliance.

· Advise, investigate, and influence management regarding employee relations decisions including performance management, business conduct, terminations, and HR policies, guidelines and practices.
· Responds to and provides training and guidance to employee and management inquiries about policies, procedures, benefits, compensation, employee relations, and etc.

· Assists in the development of human resources office procedures and policies.

KNOWLEDGE, ABILITES AND SKILLS
· Knowledge of applicable Federal/State laws and Human Resources concepts, practices, and procedures.

· Ability to analyze human resource issues, prepare reports and make recommendations.
· Ability to resolve employment issues impartially.
· Ability to communicate effectively both orally and in writing.
· Ability to establish and maintain effective working relationships. 

· Strong knowledge of Microsoft Office, specifically Excel, Word, and Outlook Exchange; proficient in Internet Explorer.

· Maintain confidentiality of personal matters.  
QUALIFICATIONS:


An Associate’s Degree from an accredited two-year college with major coursework in human resources, industrial psychology, organizational management, or related field.  One year of professional Human Resource experience. An equivalent combination of education and experience is acceptable.  
WORKING CONDITIONS

Work is performed primarily in an office setting.
LICENSURE AND CERTIFICATION REQUIREMENTS:
Human Resource Certification preferred.  
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