



	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)
	Working Title of Position
Personnel Specialist

	
	Division and/or Subdivision
Butte

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”.  The Position Essential Functions Duties Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties with the employee assigned to the position.  Both the employee and supervisor sign the document where indicated.  The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters
Oroville

	
	Class Title of Position
Personnel Specialist

	
	Position Number 
541-211-1303-002

	
	Effective Date


	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	



45%
















25%

	Under close supervision of the Supervisor I at the entry level, and under general supervision at the journey and advanced levels, performs all personnel and human resources functions in the Unit. 

*Directly responsible for processing a full range of routine and complex personnel transactions including but not limited to: appointments, separations, changes in retirement, alternate ranges movement and time base changes; processing/keying payroll; determining salary rates for all hires; reconciling attendance and submitting payroll documents to the State Controller’s Office (SCO); provides advice and assistance to employees and management on various transactions issues. *Verifies appropriate pay is issued; establishes, maintains, and clears accounts receivables as appropriate, ensures accurate credit/debit of leave balances, complies with court ordered wage assignments to establish, modify, and/or cancel garnishments. *Determines amounts and dates when employees will receive pay adjustments such as Merit Salary Adjustments, Special Increase Salary Adjustments,  Longevity Pay, Educational Incentive Pay, Fire Mission Pay, etc. and sets up tickler files for each. *When pay adjustments are due, completes Personnel Action Requests (PARs) and keys in to State Controllers database.  *Maintains current roster panel of all coded positions within the unit, noting history of employee movement in each position. *Calculates appropriate dollar amount to be deducted from payroll warrant for employee meals. *Initiates requests for uniform allowance, recruitment and retention, extended response pay, etc. and keys into SCO Payroll Input Process (PIP) system. 

*Serves as the unit return to work coordinator. *Completes Injury Assessment & Prevention System (IAPS) claims. *Monitors employees’ work statuses, ensuring all work statuses are up-to-date in IAPS. Serves as the local subject matter expert for workers’ comp. *Submits new claims to State Compensation Insurance Fund (SCIF). *Communicates with northern region and SCIF personnel to ensure appropriate benefits are administered to injured employees. 

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: See Page 2


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	[bookmark: Check1]|_|  Posted to Directory
	
	

	
	
	Initials and date
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	Working Title of Position
Personnel Specialist

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.
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	*Ensures all appointments are made in accordance with existing State Labor Laws, California Department of Human Resources (CalHR) Rules, Department Policy, and Memorandums of Understanding (MOU) for the various bargaining units. *Provides orientation information to employees new or returning to California Department of Forestry and Fire Protection (CAL FIRE) and explains benefits available to them. *Assists employees in completing and understanding appointment documents. *Sends Notice of Personnel Action (NOPA) to employees. *Compiles separation packets. *Enters any overtime into SCO PIP program. 

*Maintains databases each month for employees which includes adjustments necessary in the Personnel Allocation Control Management System (PACMANS) ePay Next Generation and ePay For Everyone programs for employee status changes. *Keys planned/unplanned overtime, Emergency Response Pay Bonus and other types of pay into SCO PIP program.

*Initiates, audits, completes, and processes through various agencies all benefit enrollment and change forms. Disseminates benefit information to all employees advising of their eligibility. Keeps field apprised of all changes to benefits. Advises employees and their dependents of their rights under the Consolidated Omnibus Budget Reconciliation Act (COBRA) and enrolls individuals who elect coverage to the appropriate plan. Helps employees access the Employee Assistance Program when requested. Other duties as assigned.




	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: May be subject to working nights, weekends, or holidays.


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	|_|  Posted to Directory
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	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	

	


	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: 


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
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	|_|  Posted to Directory
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	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	

	


	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: 


	"We have discussed this document in its entirety and understand the duties of this position."
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