
 

 

HESPERIA UNIFIED SCHOOL DISTRICT 

POSITION DESCRIPTION  

 

PERSONNEL TECHNICIAN    

 

Job Purpose Statement: The job of Personnel Technician is done for the purpose of updating and maintaining 

personnel recordkeeping, reporting, and employment processing activities.  The Personnel Technician assists in the 

overall operation of the Personnel department by maintaining accurate employee records, helping the Personnel 

Specialists, and supporting employees. 

 

Essential Job Functions: 

 

 Communicates with applicants, employees, supervisors, and administrators concerning human resource 

policies and procedures 

 Compiles and prepares application materials for qualification screening 

 Composes documents to communicate information to applicants, staff, and District personnel 

 Conducts individual and group information sessions 

 Conducts the screening, processing, and new employee sign-up for athletic coaches 

 Contacts and provides information to applicants, staff, the public, and other agencies or districts 

 Establishes and maintains permanent confidential personnel files 

 Maintains a meticulous filing system, inclusive of confidential files 

 Maintains all employee records and files in an appropriate and confidential manner 

 Maintains and manages database system and generates reports when requested 

 Operates a computer and assigned software to input data and maintain records 

 Oversees and performs a variety of specialized technical work for the Personnel department 

 Prepares job announcements 

 Processes forms to complete employment, termination, and payroll processes for employees 

 Provides employment verification 

 Receives and responds to correspondence pertaining to the Personnel department 

 Secures reference checks 

 Verifies eligibility of applicants 

 

Other Job Functions: 

Performs other related duties, as assigned 

 

Job Requirements – Qualifications: 

Knowledge is required to perform basic math for practical applications; to read technical information; to create 

and/or compose documents; to participate in panel discussions; to solve practical problems and deal with a variety of 

issues at one time; and to analyze situations to define issues and draw conclusions. 

Skills are required to perform multiple specialized technical tasks.  Specific skills include applying pertinent codes, 

policies, regulations, and/or laws; communicating with persons of varied cultural and educational backgrounds; 

operating standard office equipment; performing standard clerical procedures; utilizing pertinent software 

applications; and preparing and maintaining accurate records. The employee who holds this position must be 

keyboard/computer literate. 

Abilities are required to deal with a level of complexity of tasks that requires significant flexibility with people; to 

coordinate others’ schedules and/or activities; to practice discretion, independent action, and/or judgment when 

working with people; and to interact with persons and/or agendas that frequently change. Specific abilities include 

being attentive to detail; meeting deadlines and schedules; and working under time constraints.  The ability to type 

45 wpm is required. 

Responsibility includes leading, guiding, and/or coordinating. The resources required (people, equipment, facilities) 

to perform job functions are of a moderate scope, and moderate opportunity exists for significant impact (positive or 

negative) on the organization’s mission.  Work is not normally reviewed in detail.  



Personnel Technician – Continued  

Working Environment: The job functions are generally performed in an indoor environment, requiring the 

following significant physical abilities: stooping, kneeling, crouching, reaching, handling, fingering and/or feeling, 

sensory speaking, hearing, and visual. 

Educational Requirements: A high school diploma or equivalent is required. 

Experience Requirements: Two years of related experience with increasing levels of responsibility is a 

prerequisite. 

Licensing, Certification, Testing Requirements: Fingerprint/criminal justice clearance; Tuberculosis clearance 
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