





























































































































































































































































































































































































































Exhibit 7A-1
Office Manager - 5 of 5

San Gabriel Valley Mosquito & Vector Control District
Original Approved: February 11, 1994
Revision Dates: 8/11/1995, 7/13/2012

SPECIAL NOTES, LICENSES, OR REQUIREMENTS:

License:

A valid California driver's license is required at the time of appointment and must be
maintained throughout employment. The Office Manager must be insurable with
district's insurance carrier.

Working Conditions:

The Office Manager may be exposed to verbal abuse from the public.

The San Gabriel Valley Mosquito & Vector District reserves the right to modify, delete,
augment, or supplement the duties, qualifications, and requirements stated at its sole
and absolute discretion.
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Exhibit 7A-1

A Human Resources Analyst - 1 of 4
San Gabriol Valloy

Mosquito & Vector
econirol Dstrict HUMAN RESOURCES ANALYST
\7}2.\(‘—‘2‘_ y
Department: Administrative Services
Reports To: Director of Administrative Services
FLSA Code: Administrative Exemption
Time-Base: Full-time / At-will
DEFINITION

Under general direction, performs complex and varied technical, professional, and confidential work
required to administer human resources programs, including recruitment, job analysis and classification,
compensation, employee benefits, and employee and labor relations; performs research and analysis;
provides consulting services to District departments related to all aspects of human resources programs
and activities; and performs related work, as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Director of Administrative Services. Exercises no direct supervision
over staff.

CLASS CHARACTERISTICS

This is a journey level classification responsible for performing the full range of professional human
resources work in the following areas by working independently, and exercising judgment and initiative:
recruitment, classification, compensation, and employee and labor relations. Positions at this level
receive only occasional instruction or assistance as new or unusual situations arise and are fully aware
of the operating procedures and policies of the work unit.

EXAMPLES OF TYPICAL JOB FUNCTIONS (lllustrative Only)

The District reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the
essential functions of the job.

» Coordinates and implements recruitment processes for District departments including
interviewing, testing, selection, applicant screening, and new hire orientation.

> Administers the District's group and voluntary benefits programs, including retirement, health,
dental, vision, life insurance, short-term and long-term disability, Consolidated Omnibus Budget
Reconciliation Act (COBRA), and leave-of-absence benefits; Responds to employee and retiree
guestions and concerns.

» Schedules and conducts new employee orientations; informs new employees of benefit
programs, policies, and related enrolliment information; provides support to new employees in
completing benefit enrofiment.

» Conducts District open enrollment for benefits; prepares open enroliment benefit materials and
literature.

» Collects and compiles human resources data; prepares or assists in the preparation of monthly,
quarterly, and year-end human resources, legal, summary, and technical reports, as directed.

» Assists employees and management with the interpretation and correct application of District
policies, procedures, and programs; provides advice and assistance regarding employment
issues.

> Researches employee concerns; participates in or conducts personnel and workplace
investigations; assists in responding to grievances and employee complaints or concerns and
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Exhibit 7A-1
Human Resources Analyst - 2 of 4

presents findings to the Director of Administrative Services or District Manager.

Participates in administering classification, compensation and benefits plans; drafts and updates
job descriptions and salary schedules; notifies appropriate parties of benefit changes.

Assists in drafting personnel policies and rule changes for review by legal counsel and
management.

Coordinates performance evaluations, training, and continuing education programs.
Investigates accident and injury claims; prepares and files safety incident reports in a timely
manner.

Evaluates workers’ compensation and unemployment insurance claims and investigations and
manages case history files; recommends District’s position relative to eligibility of employees;
appears at hearings as needed or coordinates District’s standing with Legal Counsel.

Conducts administrative, or operational studies, and initiates or participates in surveys;
completes research, and presents findings and recommendations as to appropriate actions.
Initiates or assists in the preparation of correspondence, notices or communications related to
programs, ordinances, rules, policies, and procedures; responds to surveys disseminated by
other organizations.

Attends conferences, seminars, and courses to maintain current knowledge of human resources
and risk management programs and related practices.

Observes and complies with all District and mandated safety rules, regulations, and protocols.
Reviews and processes worker's compensation claims; verifies accuracy and completion of
reports and records; maintain accurate files.

Oversees background check process for new hires; processes pre-employment physical and
drug examination paperwork.

Establishes and maintains working and official employee files.

Performs other duties as assigned.

Responds to employee and retiree questions and complaints, and may interface with medical
insurance providers and insurance representatives.

Processes Personnel Action Forms (PAF’s) involving terminations, resignations, promotions,
and retirements; completes and submits unemployment insurance claims.

QULIFICATIONS

Knowledge of:

> Principles, practices and techniques of public human resources administration, including
recruitment and selection, equal employment, classification, compensation, benefits
administration and employee and labor relations.

> Principles, practices, and techniques related to workers’ compensation and liability claim
processing and administration.

> Recent and on-going developments, current literature, and sources of information related to
assigned programs and services.

> Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures relevant
to assigned area of responsibility.

> Record-keeping principles and procedures.

> District and mandated safety rules, regulations, and protocols.

» Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and District staff.

> The structure and content of the English language, including the meaning and spelling of words,
rules of composition, and grammar.

> Modern equipment and communication tools used for business functions and program, project,
and task coordination, including computers and software programs relevant to work performed.

Ability to:
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Exhibit 7A-1
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» Perform a variety of professional duties in support of diverse human resource program areas.

» Coordinate and administer claims programs.

» Analyze situations and identify pertinent problems/issues; collect relevant information; evaluate
realistic options; and recommend/implement appropriate course of action.

» Conduct research and prepare findings.

» Maintain confidentiality.

» Compile information and prepare reports.

> Establish and maintain a variety of confidential filing, record-keeping, and tracking systems.

» Understand, interpret, and apply all pertinent laws, codes, regulations, policies and procedures,
and standards relevant to work performed.

» Maintain confidentiality of sensitive personal information of employees, former employees, and
other matters affecting employee relations.

» Independently organize work, set priorities, meet critical deadlines, and follow-up on
assignments.

» Use tact, initiative, prudence, and independent judgment within general policy, procedural, and
legal guidelines.

> Effectively use computer systems, software applications relevant to work performed, and
modern business equipment to perform a variety of work tasks.

» Communicate clearly and concisely, both orally and in writing, using appropriate English
grammar and syntax.

> Establish, maintain, and foster positive and effective working relationships with those contacted

in the course of work.
Education and Experience

Bachelor's degree in human resources, business or public administration, or related field; AND three
(3) years of increasingly responsible human resources program experience.

Licenses and Certificates

Possession of, or ability to obtain, a valid California driver’s license by time of appointment. Must be
insurable with the District's insurance carrier.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including
a computer; vision to read printed materials and a computer screen and to operate a motor vehicle to
visit various District and meeting sites; and hearing and speech to communicate in person and over the
telephone. This is primarily a sedentary office classification although standing in work areas and
walking between work areas may be required. Finger dexterity is needed to access, enter, and retrieve
data using a computer keyboard or calculator and to operate standard office equipment. Positions in
this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to
retrieve and file information. Employees must possess the ability to lift, carry, push, and pull materials
and objects up to 25 pounds.

ENVIRONMENTAL CONDITIONS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff
and/or public and private representatives in interpreting and enforcing departmental policies and
procedures.

POST-OFFER PHYSICAL EXAMINATION
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Exhibit 7A-1
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A medical doctor must certify that a candidate is physically able to perform the duties of the position, is
free of illegal substances as determined by a drug screen. A medical doctor and/or laboratory

designated by the District shall perform the post-offer physical examination and drug screen and the
District shall pay all costs.

The San Gabriel Valley Mosquito & Vector District reserves the right to modify, delete, augment, or
supplement the duties, qualifications, and requirements stated at its sole and absolute discretion.
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Exhibit 7A-1
Human Resources/Finance Assistant - 1 of 6

San Gabriel Valley Mosquito and Vector Control District
Approved: 07/01/2019

Human Resources/Finance Assistant

POSITION DESCRIPTION

Basic Functions:

Under general supervision, performs a variety of office administrative human
resources support functions, including assisting with recruitment and testing, salary
administration, insurance and benefit programs, and employee training and
orientation; prepares, reviews, and distributes human resources information systems
records; provides responsible technical and clerical support to the Office Manager;
assists in completing various human resources studies and reports; and performs related
work as required. Also performs a variety of specialized, para-professional accounting
work in connection with the preparation, review, and maintenance of financial and
statistical records; verifies, posts and records a variety of financial transactions;
generates reports; and performs related work as required.

Relationship:

The Human Resources — Finance position is a Fair Labor Standards Act non-exempt
position that is supervised by the Office Manager and works closely with the
Administrative Assistant and Customer Service Representative 1.

Class Characteristics:

This class is responsible for performing the full range of technical work in the following
areas: recruitment, testing, and selection, and employee training and orientation, in
addition to performing a variety of record- keeping, administrative, and technical
support activities as well as accounting related functions. Positions at this level receive
only occasional instruction or assistance as new or unusual situations arise and are fully
aware of the operating procedures and policies of the work unit.

Routine Duties:

» Performs administrative work related to employee benefits programs that include
plans such as retirement, health, life, dental, vision and; reconciles benefit invoices.

» Interprets and applies Federal, State, and local laws and regulations concerning
human resources programs.

> Receives and screens visitors, telephone calls, and emails, providing a high level of
customer service to both external and internal customers; provides information to
District staff, other organizations, and the public.

» Provides general administrative support to the administrative staff, including
preparing correspondence, memoranda, and reports.
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Exhibit 7A-1
Human Resources/Finance Assistant - 2 of 6

San Gabriel Valley Mosquito and Vector Control District
Approved: 07/01/2019

>

»

Establishes and maintains employee personnel and benefits files and seasonal
employee files.

Organizes and maintains various administrative, confidential, reference, and
follow-up files; purges files as required.

Observes and complies with all District and mandated safety rules, regulations, and
protocols.

Audits, balances, and reconciles ledgers, journals, accounting records and reports
with control figures, examines accounts, researches discrepancies and posts
correcting entries; reconciles bank statements.

Participates in a variety of accounting activities, including accounts payable,
accounts receivable, payroll and the preparation of departmental reports, audit of
bills and invoices, and preparation of deposits.

Processes employee payroll; enters timesheet data into software programs;
identifies problems or issues and resolves with employee or supervisor as necessary
to ensure accurate payroll.

Prints checks; totals and balances accounts.

Verifies, posts and records a variety of financial transactions; prepares and
maintains databases, records, and a variety of periodic and special financial,
accounting and statistical reports; generates reports by computer and balances them
appropriately.

Enters and retrieves information and data using standard word processing and
spreadsheet software, as well as accounting, financial, and other related electronic
information systems.

Generates and assists in the preparation of monthly, quarterly, and year-end
financial, summary and technical reports.

Assists customers, departments, and employees by providing answers and
information regarding account information, discrepancies, and general accounting
procedures; researches issues; and updates related files and departments on action
items.

Performs other duties as assigned.

Periodic Duties:

>

Participates in the recruitment and testing of employees including preparing
advertisements and recruitment job flyers, assisting in coordinating recruitment
processes, and scheduling and coordinating written performance tests and
interviews; advertises and posts job bulletins; assists in proctoring examinations;
constructs rating notebooks; prepares rater confirmation materials.

Coordinates background check process for new hires; processes pre-employment
physical examination paperwork.
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Human Resources/Finance Assistant - 3 of 6

San Gabriel Valley Mosquito and Vector Control District
Approved: 07/01/2019

>

Answers questions regarding open positions; responds to requests for employment
verification; receives and monitors employee garnishments.

Administers I-9 program, including issuing forms Lo new employees, verifying
eligibility of employment, completing and signing off on forms, and maintaining
accurate files.

Conducts and coordinates orientations for newly hired employees and answers
employee questions regarding benefits, open enrollment periods, and other
information regarding employee benefits.

Responds to employee and retiree questions and complaints, and may interface with
medical insurance providers and insurance representatives.

Processes Personnel Action Forms (PAF’s) involving terminations, resignations,
promotions, and retirements; completes and submits unemployment insurance
claims.

Participates in human resources projects and programs including health fair,
training programs, open enrollment, and related events; coordinates meetings,
workshops, special events and related program services and activities with other
agencies and District departments.

Minimum Qualifications:

Knowledge of:

>
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Basic principles and practices of the human resources function in a public agency
setting.

Policies and procedures related to recruitment, selection, classification,
compensation, and benefits administration.

Methods, techniques, and practices of data collection and report writing.
Applicable Federal, State, and local laws, regulatory codes, ordinances, and
procedures relevant to assigned area of responsibility.

Record-keeping principles and procedures.

District and mandated safety rules, regulations, and protocols.

Techniques for providing a high level of customer service by effectively dealing with
the public, vendors, contractors, and District staff.

The structure and content of the English language, including the meaning and
spelling of words, rules of composition, and grammar.

Principles and practices of data collection and report preparation.

Principles and procedures of financial record keeping and reporting.

Methods and techniques of coding, verifying, balancing, and reconciling accounting
records.

Business arithmetic and basic financial and statistical techniques.
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San Gabriel Valley Mosquito and Vector Control District
Approved: 07/01/2019

> Record-keeping principles and procedures.

» District and mandated safety rules, regulations, and protocols.

» The structure and content of the English language, including the meaning and
spelling of words, rules of composition, and grammar.

» Modern equipment and communication tools used for business functions and
program, project, and task coordination, including computers and software programs
relevant to work performed.

Ability to:

Interpret, apply, and explain policies, procedures, and practices of human resources

administration.

Review human resources documents for completeness and accuracy.

Administer effective recruitment, testing, and selection practices.

Review and reconcile employee benefit records.

Perform detailed human resources office support work accurately and in a timely

manner,

Maintain confidentiality of s ensitive personal information of applicants, employees,

former employees, and other matters affecting employee relations.

Make accurate arithmetic and statistical computations.

Establish and maintain a variety of confidential filing, record-keeping, and tracking

systems.

» Understand, interpret, and apply all pertinent laws, codes, regulations, policies and
procedures, and standards relevant to work performed.

> Independently organize work, set priorities, meet critical deadlines, and follow-up on
assignments.

» Use tact, initiative, prudence, and independent judgment within general policy,
procedural, and legal guidelines.

> Effectively use computer systems, software applications relevant to work
performed, and modern business equipment to perform a variety of work tasks.

» Communicate clearly and concisely, both orally and in writing, using appropriate

English grammar and syntax.

Establish, maintain, and foster positive and effective working relationships with

those contacted in the course of work.

Prepare a variety of financial data and supporting reports.

Maintain accurate and current financial records.

Assist in the preparation clear and concise financial transaction documents.

Make thorough and accurate arithmetic, financial, and statistical computations.

Enter and retrieve data from a computer with sufficient speed and accuracy to perform

assigned work.

Establish and maintain a variety of filing, record-keeping, and tracking systems.

Understand and follow oral and written instructions.

Organize own work, set priorities, and meet critical time deadlines.

Establish, maintain, and foster positive and effective working relationships with

those contacted in the course of work.
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San Gabriel Valley Mosquito and Vector Control District
Approved: 07/01/2019

Education and Experience:

Equivalent to completion of the twelfth (12th) grade, supplemented by college level
coursework in human resources management, business or public administration, or a
related field; and, two (2) years of specialized human resources program technical
support experience in a public agency setting. In addition specialized bookkeeping or
accounting training and two (2) years of para-professional accounting experience.

POST-OFFER PHYSICAL EXAMINATION:

A medical doctor must certify that a candidate is physically able to perform the duties of
the position, is free of illegal substances as determined by a drug screen. A medical
doctor and/or laboratory designated by the District shall perform the post-offer physical
examination and drug screen and the District shall pay all costs.

FUNCTIONAL REQUIREMENTS:

- Minimum single eye corrected vision with the ability to demonstrate measurable
depth perception.

- Minimum of single ear aided hearing.

- Speak and write effectively in English.
Regularly” sit for extended periods.

- Regularly” perform repetitive motion associated with computer use and other office
equipment.

- Occasionally” stand for extended periods.

- Occasionally” bend at the knees and waist.

- Occasionally* perform repetitive motion associated with computer usage.

- Occasionally” sit for extended periods of time.

* Periodically- Activity or condition exists up to 25 percent of the time.
* Occasionally - Activity or condition exists from 25 to 50 percent of the time.

* Regularly - Activity or condition exists from 50 to 75 percent of the time.
* Frequently - Activity or condition exists 75 percent or more of the time.

SPECIAL NOTES, LICENSES, OR REQUIREMENTS:

License:

A valid California driver’s license is required at the time of appointment and must be
maintained throughout employment.

Certificates:

None
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San Gabriel Valley Mosquito and Vector Control District
Approved: 07/01/2019

Working Conditions:

Employees work in an office environment with moderate noise levels, controlled
temperature conditions, and no direct exposure to hazardous physical substances.
Employees may interact with upset staff and/or public and private representatives in
interpreting and enforcing departmental policies and procedures.

The San Gabriel Valley Mosquito & Vector District reserves the right to modify, delete,
augment, or supplement the duties, qualifications, and requirements stated at its sole and
absolute discretion.
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