Oklahoma District Attorneys Council
NOTICE OF JOB OPENING

POSITION:

Human Resource Officer
SALARY:
$30,000 - $38,000

APPLICATION ACCEPTED:

Open until filled

SUBMIT RESUME & COVER LETTER TO:

Bud Webster, Director of Finance
District Attorneys Council

421 N.W. 13th Street, Ste. 290

Oklahoma City, OK  73103

Fax:  (405) 264-5099

Bud.webster@dac.state.ok.us

FUNCTION:
Under the direction of the division supervisor, serves as a point of contact for agency personnel related issues.  Coordinates the preparation and processing of agency personnel actions for over 1,200 FTE
SPECIFIC DUTIES & RESPONSIBILITIES:
1. Prepares, processes, reviews, analyzes, or approves employee personnel transactions for over 1,200 FTE

2. Ensures compliance with applicable laws and rules concerning appointments, promotions, demotions, transfers, separations and other actions.  

3. Advises agency staff, employees, supervisors, managers, and District Attorneys on various personnel related issues.  

4. Maintains systems of employee personnel records for over 1,200 FTE.  

5. Develops job descriptions, job specifications, organization charts and other materials to describe positions and duties performed by employees.

6. Prepares various salary and FTE reports.

7. Processes state freeze exception requests.  

8. Assists with preparation and processing of agency payrolls for over 1,200 FTE.

9. Administers the provisions of the Fair Labor Standards Act

10. Serves as backup Retirement and Benefit Coordinator

11. Coordinates leave, workers compensation, and other employee benefit programs. 

12. Collects and analyzes data on personnel selection procedures and methods.

13. Prepares statistical data for annual Affirmative Action reporting and attends Affirmative Action hearings.

14. Performs recruiting activities for the District Attorneys Council.

15. Prepares recruiting announcements, interviews applicants, and evaluates application forms.

16. Administers minority recruitment and outreach programs, may visit schools, colleges, and other sources for recruitment.

17. Other duties as assigned.

QUALIFICATIONS:
· Bachelor’s degree in Human Resources, Business, or related field.  Experience may substitute for education.  

· Excellent communications and human relations skills.

· PeopleSoft experience preferred.  

· Minimum of 2 years of payroll experience preferred.  

· Self-motivated with excellent organizational skills. 

·  Proficiency in Microsoft Word, Excel, and Access preferred  

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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