
MODESTO CITY SCHOOLS 
 

Job Description 
JC # 10025 

HUMAN RESOURCES OPERATIONS, RECRUITMENT AND RETENTION SPECIALIST 
 
 

                                                                         
OVERALL RESPONSIBILITY 
 
Under general supervision, perform a wide variety of administrative duties of above average difficulty to support the operations 
of the Human Resources Department in designated areas of labor relations, talent acquisition and retention, and general Human 
Resources’ operations. 
 
 
SPECIFIC RESPONSIBILITIES 
 
1. Provide administrative support for Directors and the Associate Superintendent of Human Resources.  E 
 
2. Type and distribute reports, agendas, applications, contracts, notices, permits, instructional materials, schedules, requisitions 

and other related documents.  E 
 
3. Take and transcribe dictation of correspondence, minutes, reports, bulletins and assigned meetings in a clear, concise and 

complete form and revise as necessary; compose correspondence independently or from brief verbal instructions or notes.  E 
 

4. Prepare agenda items for submittal to Superintendent for Board of Education meetings.  E 
 

5. Assist in the preparation of the BTSA/PAR budget, and maintain/monitor accounting of expenditures and balances.  E 
 

6. Maintain employee drug and alcohol testing records, invoicing, and Board Policy/Administrative Regulations; facilitate 
annual audits by CHP Officer.  E 
 

7. Collect data from comparable districts and prepare reports for salary and job description comparisons; organize and compile 
documents, and coordinate activities related to salary administration, terms of employment, recruitment, interview, and 
selection processes.  E 

 
8. Participate in the construction and revision of interview and selection documents; provide guidelines and direction to       

administrators regarding hiring practices.  E 
 

9. Assist in the exit interview process as assigned; maintain statistical data for use in developing effective recruitment  
strategies.  E 

 
10. Review all proposed and revised job descriptions for District and edit for Cabinet, Unit, and Board approval.  E 

 
11. Track association leaves and bill associations for release time.  E 
 
12. Process all resignations, retirements, and terminations; maintain database for reporting purposes.  E 

 
13. Collect, assemble, and transmit confidential and controversial information, including evaluations, disciplinary matters 

involving personnel, and other sensitive issues.  E 
 

14. Maintain Human Resources intranet web page; supervise the implementation and utilization of systems including the 
substitute system, vacant position posting system, and the employee management system as it is related to Human 
Resources.  E 

 
15. Maintain District’s legal compliance in state and federal labor laws by ensuring up-to-date publications are posted in Human 

Resources lobby and every school site.  E 
 

16. Maintain all Human Resources forms, (including NCLB); maintain all Human Resources booklets (i.e. Sexual 
Harassment/Non-Discrimination in Employment).  E 

 
 
 
 



HUMAN RESOURCES OPERATIONS, RECRUITMENT, AND RETENTION SPECIALIST (continued) 
 
 
SPECIFIC RESPONSIBILITIES (continued) 
 
18.  Independently assemble, interpret and organize information and financial and statistical data for reports, manuals and 

schedules.  E 
  
19.  Prepare complex reports requiring research, calculation and assembly of data and/or materials for distribution to the Board 

of Education, CSEA, MTA, and District staff, agencies and community organizations.  E 
 
20. Use independent initiative to provide information to District personnel and the public that accurately reflects District 

policies, administrative regulations/procedures, and Collective Bargaining Agreements.  E 
 
21. Schedule appointments and coordinate meetings and conferences, including large group meetings and those requiring the 

transmitting of confidential information.  E 
 

22.  Assist in the selection, orientation, and supervision of personnel.  E 
 
23.  Establish and maintain organized and auditable files, assuring confidentiality of assigned files.  E 

 
24.  Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 
 
25.  Perform other related duties as assigned. 
 
 
WORK YEAR 
 
Approved days as specified on the Management Salary Schedule 
 
 
SALARY 
 
Management Salary Schedule  
 
 
QUALIFICATIONS 
 
 Knowledge/Ability 
  Minimum Requirements: 

Knowledge of and ability to apply management, budgeting and contract administration principles and practices. 
Ability to perform basic arithmetic calculations with speed and accuracy. 
Ability to type/keyboard at a net rate of 55 words per minute. 
Ability to activate a personal computer and load software from a disk and/or CD-ROM. 
Ability to enter requisitions, purchase orders and receipts into computer, and verify quantities and prices. 
Knowledge of and ability to use e-mail and calendaring programs. 
Knowledge of and ability to use word processing, database and spreadsheet programs to develop and produce 

correspondence, reports, publications, presentations and projects. 
Knowledge of and ability to use graphics and desktop publishing programs to develop and produce correspondence, 

reports, publications, presentations and projects. 
Ability to create and initiate a mail merge using a word processing program. 
Ability to access the Internet using a search tool or Web address to locate information, bookmark and print 

electronic information. 
Knowledge of letter and report writing techniques. 
Knowledge of modern office methods and practices. 
Ability to perform a variety of highly responsible tasks with speed and accuracy. 
Ability to establish and maintain accurate records and files. 
Ability to operate modern office equipment (e.g. ten-key calculator, duplicating machine, fax machine, etc.) 
Ability to express initiative, adaptability and confidentiality. 
Ability to supervise and train clerical personnel. 
Ability to analyze situations and take an effective course of action. 
Ability to use correct English grammar, syntax, spelling and punctuation. 

 
 



HUMAN RESOURCES OPERATIONS, RECRUITMENT, AND RETENTION SPECIALIST (continued) 
 
 
QUALIFICATIONS (continued) 
 Knowledge/Ability 
  Minimum Requirements: 

Ability to compose correspondence, memoranda, bulletins and reports independently using correct English grammar, 
syntax, spelling and punctuation. 

Ability to understand and carry out oral and written instructions given in English. 
Ability to work cooperatively with a wide variety of personalities and situations requiring diplomacy, friendliness, 

poise and firmness. 
Ability to independently assemble, interpret and organize information and financial and statistical data for reports, 

manuals and schedules. 
Ability to screen a volume of communication and discriminate between routine and priority matters. 

 
  Desirable Qualifications: 

Ability to take dictation at 80 wpm or effectively transcribe from a recording device. 
Knowledge of school operation, policies, regulations and procedures. 

 
 Experience 
  Minimum Requirement: 

Three (3) years accounting, bookkeeping, clerical, secretarial experience performing complex work tasks. 
 
 Education 
  Minimum Requirement: 

Graduation from high school or General Education Development (GED) Certificate or California High School 
Proficiency Examination (CHSPE) Certificate. 

 
  Desirable Qualification: 

Two (2) years college course work or training in secretarial, clerical, bookkeeping, accounting, or general office 
procedures skills, including computer data entry. 

 
 Physical Characteristics  
  With or without the use of aids: 

Sufficient vision to read small print. 
Sufficient depth perception to file documents. 
Sufficient hearing to hear normal and telephone conversations. 
Ability to speak in an understandable voice and with sufficient volume to be heard at a normal conversational 

distance and on the telephone. 
Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer keyboard, 

typewriter and other business machines. 
Sufficient physical ability to sit or stand for prolonged periods of time. 
Sufficient physical ability to reach horizontally and vertically with arms. 

 
 
REPORTS TO:   
 
Associate Superintendent, Human Resources; Directors of Human Resources 
 
Cabinet Approved:  3/21/19 
Board Approved:  4/1/19 
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