
 
 

 

HR Specialist 

(Confidential) 

QUALIFICATIONS:   

Minimum:   

 

1. Ability to maintain confidentiality and interact professionally with staff and 

public. 

 2. Two years secretarial training or three years secretarial job experience. 

 3. Excellent organizational, secretarial and written communication skills. 

 4. Be multi-task oriented and flexible. 

 

5. Computer literate with software programs such as Microsoft Word, Microsoft, 

Outlook, Excel and be familiar with the Internet. 

 6. Knowledge of business machines. 

 

7. Criminal history background check and proof of U.S. citizenship or legal 

resident alien status and a complete physical examination. 

Desirable:   

 1. Personnel/Human Resources experience. 

  

Knowledge of software programs such as Applitrack, Systems 3000, Genesis 

and the NJDOE applications 

 2. Knowledge of the District. 

REPORTS TO: Assistant Superintendent for Business and Operations 

JOB GOAL: To perform job-related duties and those assigned by the Superintendent’s office 

 

for the efficient organization and management of the Personnel Department.  Will 

also cover for Executive Administrative Assistant to the Superintendent as needed. 
 
PERFORMANCE RESPONSIBILITIES: 

 

1. Maintain and update all personnel databases, and distribute requested staff data to 
appropriate individuals.   

2. Complete the employment process of new staff members, together with the 
monitoring of required documents; i.e., employment forms, fingerprinting, health 
examinations, etc., while complying with changes to state and federal requirements.   

3. Respond to personnel-related information requests.   
4. Design, post, and advertise new or vacated employee positions through the 

newspapers and District web site.   
5. Administer and maintain Applitrack (web-based applicant tracking) system for open 

positions throughout the district.   
6. Update job descriptions requiring Board approval including application to district 

web site.  



7. Develop the Personnel section of Board Agenda and resulting correspondence in 
relation to staff; i.e., notification of new employee status, forwarding contracts, 
employment forms, notification of extra-curricular payments/stipends, change in 
salary, resignations and leaves of absence.   

8. Coordinate, update, and maintain the District certifications, including initiating and 
follow-up of certification issues with the County Superintendent’s Office. 

9. Register new hires with the Provisional Teacher process and initiate mentoring, if 
needed.   

10. Complete the Yearly Matrix report, which is a product of cross-tabulating the 
Certificated Staff Report that identifies potentially problematic staff members and 
certification issues.   

11. Compile and coordinates information for yearly district surveys and state reports; i.e., 
Employee Intent and Compensated Absences.   

12. Update the schedule of leaves of absence due to the purpose of maternity, illness, etc. 

with the Executive Assistant to the Superintendent.  
13. Complete the yearly rollover of personnel computer information and manual 

updating of information for employees hired mid-year.    
14. Perform any other duties or responsibilities designated by the Superintendent.   
15. Provide support to Building Administrators. 
16. Attend trainings/workshops related to Human Resources. 
17. Coordinate and sync with payroll on an on-going basis. 
18. Plan and coordinate activities to attract and retain teaching professionals. 

 

 

 

TERMS OF EMPLOYMENT: Salary for a twelve-month work year subject to be negotiated 

(independent of the Association). 

 

EVALUATION: Performance of this job will be evaluated and conducted annually by the 

Assistant Superintendent. 

 

 

 

 

Approved By:  Board of Education  


