
CLASSIFICATION SPECIFICATION  
 

Human Resources Specialist III 
 

FT/PT Class Code:  3045, 3545       Pay Grade:  B/C 15       FLSA: Exempt       Rev. 07/01/13 
 
 
 
 
 
NATURE AND SCOPE: 
 
A class incumbent functions as a resident expert for one or more major human resource functions or expert 
generalist for all human resources functions or is responsible for the daily human resource operations of a 
campus.  An incumbent usually reports to an administrative supervisor.  Incumbents participate in developing 
short- and long-term organizational goals and objectives, and in designing, recommending, and implementing 
human resources policies, procedures, and programs to meet operational needs.  Class incumbents provide 
advice, guidance, and interpretation consistent with applicable laws, rules, policies, and procedures.  Work at 
this level involves administering a variety of overall daily human resources functions such as employee 
recruitment, selection, performance management, classification, compensation, employee relations, EEO/AA, 
benefits administration, etc.  Incumbents may also participate in special projects or studies which have internal 
or College-wide impact, and prepares reports of findings and recommendations.  Incumbents may also represent 
management at employee grievance hearings, workers compensation review board hearings, etc. 
 
PRINCIPAL ACCOUNTABILITIES: 
 
An incumbent may perform any combination of the below listed accountabilities: 
 
1. Implements human resources functions, policies, procedures, systems and plans for the College or a campus. 
 
2. Monitors and ensures compliance with State and federal laws, rules, regulations, College policies and 

procedures, requirements, guidelines, contract agreements, budgets, etc.   
 
3. Develops and recommends human resources policies, procedures, and guidelines consistent with rules, laws 

and policies of the College and/or the campus. 
 
4. Provides counsel and guidance to administrators and supervisors in the interpretation and application of College 

rules, policies, and procedures, and federal and State statutes. 
 
5. Provides recommendations, guidance and direction to management for the purpose of meeting organizational 

and operational goals and objectives and identifying/resolving problems/needs. 
 
6. Participates in developing short- and long-range goals and objectives in conformance with College-wide and 

campus human resources policies. 
 
7. Collects, analyzes and evaluates data from a variety of sources and presents/communicates information 

effectively. 
 

SUMMARY STATEMENT:  An incumbent is responsible for providing an advanced level of 
professional human resources management services for the College or a campus. 
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PRINCIPAL ACCOUNTABILITIES, cont’d: 
 
8. Conducts special projects/studies and prepares reports as needed. 
 
9. Gathers, organizes, and evaluations information for grievance hearings, lawsuits, and other human resources-

related matters when assigned. 
 
10. Meets with administrators, supervisors, and employees to discuss and resolve disputes before formal complaints 

are filed. 
 
11. Prepares drafts pertaining to human resources matters for the campus Director of Human Resources, Vice 

President and Campus Director, or other administrators. 
 
12. Represents campus management in employee grievance hearings and worker’s compensation review board 

hearings. 
 
13. Plans, assigns, reviews, and evaluates the work of professional, technical, and support staff. 
 
14. Performs other related duties as required. 
 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
◊ Knowledge of the principles and practices of public human resources administration. 
◊ Knowledge of federal and State laws, rules, and regulations pertaining to human resources administration. 
◊ Knowledge of assigned functional area(s) of human resources management, i.e., employee recruitment, 

selection, performance management, classification, compensation, employee relations, EEO/AA, benefits 
administration, etc. 

◊ Knowledge of applicable State, federal and College laws, rules, regulations, policies, and procedures 
pertaining to assigned human resources function(s). 

◊ Knowledge of the relationship between the human resources function and organizational operations and 
requirements. 

◊ Skill in the collection, analysis, and presentation of data from a variety of sources. 
◊ Skill in oral and written communication.   
◊ Skill in the interpretation and application of applicable federal and State laws, and College rules and 

guidelines. 
◊ Excellent interpersonal and communication skills. 
◊ Ability to effectively communicate and relate to a diverse population in a multicultural environment. 
◊ Ability to use sound judgment and reach logical conclusions. 
◊ Ability to identify and analyze problems/needs/issues, assess their impact and make recommendations. 
◊ Ability to supervise staff. 
◊ Ability to develop, recommend, and implement campus or College human resources operating procedures. 
◊ Ability to establish and maintain effective working relationships with College/campus administrators, 

supervisors, employees, and the public. 
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MINIMUM QUALIFICATIONS: 
 
◊ Bachelor’s degree in a relevant field and four (4) years of responsible human resources experience; or 

equivalent additional years of education. 
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