DISTRICT ATTORNEYS COUNCIL

NOTICE OF JOB OPENING

Position:


Human Resources Specialist (unclassified)
Division:


Finance

Opening Date:

September 18, 2007
Closing Date:

Open until filled
Salary Range:

Commensurate with experience
Submit Resume
& Cover Letter to:
District Attorneys Council

Suzanne McClain Atwood

Executive Coordinator

421 N.W. 13th Street, Suite 290

Oklahoma City, OK  73103
Cover letter should emphasize experience related to these job duties
Phone:


405-264-5000
Fax:



405-264-5099
Email:


Suzanne.atwood@dac.state.ok.us

Website:


www.ok.gov/dac

Duties 
· Prepares, processes, reviews, analyzes, or approves employee personnel transactions for over 1,100 FTE; ensures compliance with applicable laws and rules concerning appointments, promotions, demotions, transfers, separations and other actions.

· Interprets rules and laws concerning employee personnel actions; advises agency staff, employees, supervisors and managers on various personnel related issues.

· Maintains systems of employee personnel records.

· Develops job descriptions, job specifications, organization charts and other materials to describe positions and duties performed by employees; determines appropriate salary ranges.
· Prepares various salary and FTE reports; processes state freeze exception requests.
· Coordinates the preparation and processing of agency payrolls for over 1,100 FTE; administers the provisions of the Fair Labor Standards Act; coordinates leave, worker’s compensation, and other employee benefit programs.

· Collects and analyzes data on personnel selection procedures and methods; prepares charts, graphs and other statistical information; develops tests and other selection devices.

· Performs recruiting activities for the central office; prepares recruiting announcements; interviews applicants and evaluates application forms; administers minority recruitment and outreach programs; may visit schools, colleges and other sources for recruitment.

Qualifications

· Bachelor’s degree in Human Resources, Business, or related field is preferred.

· PeopleSoft experience preferred

· Minimum of 2 years of payroll experience preferred
· Self-motivated with good organizational skills.
· Proficiency in Microsoft Word, Excel, and Access are highly desired.

The District Attorneys Council is the administrative state agency for Oklahoma’s 27 District Attorneys.  The agency provides required training for the district attorney system, processes payroll and benefits, serves as legislative liaison, coordinates the state’s Drug Task Forces, coordinates with the Department of Human Services - Child Enforcement Division, administers various federal programs, and serves as home to the Oklahoma Crime Victims Compensation Board.


This is an unclassified state position with full state benefits.  Criminal background check required.
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