City of Shakopee
POSITION DESCRIPTION

TITLE: Human Resources Specialist

DEPARTMENT: Administration

CLASSIFICATION: Technician

REPORTS TO: HR Director

STATUS: Full-Time, Non-Exempt

PAY GRADE: 160, $33.73 - $42.17/hour ($70,158 - $87,714 annually)

LAST REVIEWED: 12/23/2022

SUMMARY
Provides reporting, tracking and coordination for a wide variety of human resource related activities.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Coordinates the recruiting and hiring of all full time, part time and seasonal work force. Administers
recruitment activities; ensure the appropriate assessment of applicants' qualifications; assists and
advises supervisors/managers on pre-hire standards. Manages NEOGOV applicant tracking system
and coordinates related recruitment process activities, ensuring compliance with all applicable rules
and regulations.

Processes monthly payroll for the City's elected officials and paid-on-call firefighters.

Serves as back-up for the bi-weekly payroll process and troubleshoots payroll issues.

Assists with the City's annual open enrollment process for employee benefits. Tracks and administers
mid-year qualifying event changes for eligible employees.

Provides assistance with the day-to-day administration of benefit programs including health, dental, life,
and long-term disability insurance as well as flex spending accounts, retirement plans and other
optional benefits.

Assists with processing of worker's compensation and unemployment insurance claims.

Prepares new employee orientation material and ensures proper completion of required new employee
orientation and coordination of support to new employees.

Coordinates the testing programs: pre-employment medical, psychological and agility exams, and the
fitness for duty evaluation process. Manages the City's random drug testing program for employees
holding commercial driver's licenses.

Responds to a wide-array of information requests from internal and external parties, including providing
employment verification and ensuring information sharing with other municipalities.

All other projects or duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

Ability to communicate effectively in English, both orally and in writing.

Ability to use common Microsoft Office programs, such as Word, Excel and PowerPoint, as well as
web-based email and timesheet software.

Ability to master the City’s payroll software and processes.

Ability to write reports, memos and business correspondence using proper spelling, grammar and
punctuation.

Ability to read, analyze, and interpret professional journals, governmental regulations and simple legal
documents.

Ability to effectively present information and respond to questions from employees, supervisors and the
general public.

Ability to add, subtract, multiply and divide using units of American money and measurement.

Ability to apply mathematical concepts in practical problem solving situations such as fractions,
percentages, ratios and proportions.

Ability to define problems, collect data, establish facts, and draw valid conclusions.

Ability to interpret instructions in written, oral, diagram or schedule form.

Must be detail oriented, possess strong listening and problem solving skills and have a desire to assist
others.

Ability to establish and maintain positive, professional working relationships with co-workers,



supervisors and a wide range of City employees.

e Ability to schedule and organize work effectively, work independently and provide attention to detail.

e Thorough knowledge of modern office practices, procedures, machines and systems including internet
transactions and basic accounting procedures.

o Ability to maintain a high level of integrity and ethical performance at all times.

e Ability to maintain confidentiality of personnel information, follow the Minnesota Data Practices law and
exercise appropriate judgment in the release or presentation of information.

INTERNAL/EXTERNAL CONTACTS

o Daily contact with city employees and other departmental staff.

¢ Daily contact with the applicants.

e Some interaction with Department Heads to provide support and assistance.
e Some interaction with vendors.

QUALIFICATIONS
Minimum Qualifications
Bachelor’s degree in a business-related field and two years of experience in an HR related position.

Preferred Qualifications
Experience with JD Edwards and NeoGov software.

WORKING CONDITIONS
The normal work environment is a modern, climate-controlled office building, with moderate levels of noise
generated by conversations, phones and other office equipment.

PHYSICAL DEMANDS

While performing the duties of this job, the employee is regularly required to sit, stand and move about the
office; use hands to finger, handle or feel objects, tools or controls; and reach with hands and arms. The
employee is required to speak, hear and see in order to share information, receive instructions and
complete tasks using a computer screen. The employee must occasionally lift and/or move up to 25 pounds.

EQUIPMENT REQUIRED TO PERFORM JOB
e Desktop Computer

e Desktop Phone

e Copy/Scanner/Fax Machine

e Calculator

The City of Shakopee is an Equal Opportunity Employer.



