
 

Human Resources Assistant 1

William S. Hart Union High School District          Position Description 
Position:  Human Resources Assistant  
 

 

Job Family:  Human Resources FLSA:  Non-exempt 

Approved by:  Personnel Commission, February 9, 2011   Salary Range:  160 

 
Summary 
 

Under the direction of the Human Resources Administrator, performs clerical services in 
support of human resources functions, including but not limited to, maintenance of the 
substitute system, processing and notifying substitute employees, and employee 
correspondence.  

 
Distinguishing Career Features 
 

The Human Resources Assistant is the first of three levels in the Classified Human 
Resources career path performing clerical services in support of human resources functions.  
Advancement from Human Resources Assistant to Human Resources Technician is based on 
need, compliance with the qualifications of the position, and an in-depth understanding of 
human resources functions and procedures.  The Human Resources Technician also requires 
the ability to administer a technical program, such as position control, within the department. 

 
Essential Duties and Responsibilities 
 
 Secures substitute employees, including teachers and classified staff, by maintaining the 

substitute system to ensure coverage sufficient to meet service-level requirements.   
 
 Processes candidates for new substitute positions.  Arranges pre-employment clearances 

such as fingerprinting, tuberculosis testing and physical exam; distributes and collects 
new hire paperwork.  Conducts orientations for new substitutes and provides training on 
use of the substitute system.  Enters substitute employee data into human resources, 
payroll and substitute systems.    

 
 Receives and responds to inquiries from employees, substitutes and school site staff 

regarding system issues.  Researches, trouble-shoots and resolves problems related to the 
substitute management system. 

 
 Conducts substitute system maintenance, including calendar entry, system settings, and 

preferences. 
 

 Generates reports as needed to ensure that substitute assignments are filled appropriately.  
Monitors substitute pools to ensure adequate levels and makes recommendations when 
additional substitutes are needed.  Assists in preparing and distributing informational and 
advertising materials (job announcements, brochures, newspaper ads) to attract qualified 
applicants from the local labor market.  

 
 Provides enhancement recommendations to substitute system developers.  Attends 

substitute system training and communicates changes or enhancements to all substitute 
system users.   
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 Performs general clerical and administrative duties in support of the substitute program. 

This includes maintenance of employee and substitute changes, tracking of assignments, 
long-term substitute assignments and releases. 

 
 Collects and reviews coaches’ new hire paperwork and enters data into human resources 

and payroll systems. 
 
 Monitors and maintains sexual harassment online training program. 
 
 Responds to general human resources inquiries from staff and the general public relating 

to job openings, hiring procedures, and human resources services for staff. 
 
 Produces form and other routine correspondence regarding employment or other 

personnel matters. 
 
 Generates and monitors various reports regarding employee assignments, substitute jobs, 

tuberculosis clearances, sexual harassment training and other related reports. 
 
 Maintains personnel files and other confidential information, exercising discretion and 

confidentiality.  
 
 May assist in sorting/distributing payroll warrants. 
 
 May assist in live-scan fingerprinting of potential district employees, volunteers, or those 

referred from other agencies and collect appropriate fees. 
 
 May provide relief to district receptionist. 
 
 Performs other duties as assigned that support the overall objective of the position. 

 
Qualifications 
 
 Knowledge and Skills 

 Modern office systems, practices, and procedures.  
 General human resources office functions, practices and procedures. 
 Human relations skill to project a positive image of the department, convey 

instructions to others and to deal with confidential information.   
 Demonstrated skills at entering data onto data entry screens, accessing relational 

databases, and verifying numerical and demographic information.   
 Record-keeping and filing techniques. 
 Telephone techniques and etiquette. 
 Sufficient language and writing skills to prepare routine correspondence. 

 
 Abilities 

 Requires the ability to carry out all aspects of the position.  
 Learn and interpret the policies, procedures, techniques, and rules governing human 

resources management at the District. 
 Provide information and assistance to personnel, job applicants and the general 

public. 
 Compose correspondence and written materials independently or from oral 

instructions. 
 Establish and maintain cooperative and effective working relationships with others. 
 Meet schedules and time lines. 
 Complete work with many interruptions. 
 Maintain the security of confidential materials and information.
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 Physical Abilities 

 Function indoors in an office environment engaged in work of primarily a sedentary 
nature. 

 Ambulatory ability to sit for extended periods of time, to utilize computers, 
accomplish other desktop work, and to move to various locations. 

 Visual acuity to read printed materials. 
 Auditory ability to carry on conversations in person and over the phone. 
 Hand and finger dexterity and hand/eye coordination to use a computer keyboard at 

an advanced rate and use common office equipment.   
 Retrieve work materials from overhead, waist, and ground level files. 

 
 Education and Experience 

High school diploma or equivalent, supplemental coursework in general office practices 
or human resources and four years of increasingly responsible experience, which  includes 
at least one year in human resources or an employment office. 

 
 Licenses and Certificates 

May require a valid California driver’s license. 
 
 Working Conditions 

Work is performed indoors where minimal safety considerations exist. 
 


