Oklahoma District Attorneys Council 
Notice of Job Opening
Position: 
Human Resources Assistant or Human Resources Officer  




Division: 
Finance

 





Salary Range:  Commensurate with Experience 
FLSA Status: 
Non-Exempt
Supervisor: 
Director of Finance
Submit resume & cover letter to:
Bud Webster, Director of Finance

District Attorneys Council

421 NW 13th Street, Suite 290

Oklahoma City, OK 73103

Email: careers@dac.state.ok.us
Fax: (405) 264-5099

In the subject line, please indicate either Human Resources Assistant or Human Resources Officer.  
Human Resources Assistant or Human Resources Officer
1 Vacancy
Finance Division
INTRODUCTION:

This position will fulfill significant human resources duties at this agency. Duties will vary based on the education and experience level of the person selected. Preference will be given to an applicant with a degree in Human Resources/Relations, Business Administration or a related field. To be considered a qualified applicant, one should have basic human resources knowledge and experience. 
FUNCTION:
HR Assistant
The person in this position will prepare routine correspondence and forms; may type a variety of materials; enters appropriate information into PeopleSoft; explains laws, rules and regulations pertaining to personnel transactions; contacts proper authority for interpretation of the laws, rules and regulations pertaining to the more complex transactions.
HR Officer

The person in this position will perform routine professional level work in completing various personnel management activities and tasks. This may include reviewing personnel actions, evaluating job applications, conducting interviews, counseling employees, completing job audits, developing selection devices and other activities. 
SPECIFIC DUTIES & RESPONSIBILITIES:
HR Assistant
· Process all incoming personnel actions
· Assist employees with questions or concerns regarding human resources
· Maintain personnel files
· Assist with the preparation and processing of agency payrolls for over 1,100 FTE
· Prepare various reports which utilize human resources and statistical data

· Other duties as assigned

HR Officer
· Process all incoming personnel actions

· Assist employees with questions or concerns regarding human resources

· Coordinate recruitment, selection and on-boarding for the District Attorneys Council vacancies

· Maintain personnel files

· Assist with the preparation and processing of agency payrolls for over 1,100 FTE

· Oklahoma Tax Commission employee compliance 

· Serve as Ethics Commission Liaison 

· Serve as the Nominating Official for ELM/Training & Development

· Update Employee Handbook annually or as pertinent legislation occurs

· Coordinate appropriate training and activities for the staff of the District Attorneys Council and Finance Coordinators of the elected District Attorneys

· Assist Retirement and Benefits Coordinator

· Collect and analyze data on personnel selection procedures and methods

· Prepare various reports which utilize human resources and statistical data

· Maintain organizational chart, job descriptions, job specifications, position information and other classification materials

· Other duties as assigned

HR Assistant 
KNOWLEDGE, SKILLS AND ABILITIES: The knowledge, skills and abilities, required at this level, include knowledge of methods and procedures pertaining to records maintenance; of human resources management or personnel administration rules and policies; of business communications, including grammar, punctuation and spelling; of business mathematics.  Ability is required to establish and maintain effective working relationships with others; to handle confidential matters with tact and discretion; to express ideas clearly and concisely; to exercise good judgment in analyzing situations and making decisions; and to interpret and apply applicable rules to various human resources management activities or personnel actions. 
 

MINIMUM QUALIFICATIONS:

· Three years of experience in clerical office work, including one year of experience involving technical human resources management or personnel administration work; or 

· An equivalent combination of education and experience
· Excellent communication skills

· Proficiency in Microsoft Word, Excel, and Access 

SELECTIVE QUALIFICATIONS: 

· PeopleSoft experience

· Knowledge of common federal and state human resources laws and guidelines (FLSA, FMLA, LWOP, etc…)

HR Officer
KNOWLEDGE, SKILLS AND ABILITIES: The knowledge, skills and abilities, required at this level, include knowledge of human resources management policies and procedures; of records maintenance; and of business communications.  Ability is required to establish and maintain effective working relationships with others and to understand and apply applicable rules, laws and policies.
 

MINIMUM QUALIFICATIONS:

· Bachelor’s degree in Human Resources, Business Administration or related field.  Experience may substitute for education – (4 years of technical human resources, personnel administration or recruitment)
· Knowledge of common federal and state human resources laws and guidelines (FLSA, FMLA, LWOP, etc…)
· Excellent communication skills 

· Self-motivated with excellent organizational skills 

· Proficiency in Microsoft Word, Excel, and Access 

SELECTIVE QUALIFICATIONS: 

· PeopleSoft Payroll experience

· Recruitment experience 

· Training & Development experience

Disclaimer: This job description is intended as a summary of the primary responsibilities of and qualifications for this position. The job description is not intended as inclusive of all duties an individual in this position might be asked to perform or of all qualifications that may be required either now or in the future.
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