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Salary Range: 54 
FLSA: Exempt 
 
Class specifications are intended to present a descriptive list of the range of duties performed by employees 
in the class. Specifications are not intended to reflect all duties performed within the job. 
 

SUMMARY DESCRIPTION 
 
 Under general direction, develops, administers, implements, and coordinates the classification, 
recruitment, testing, and selection functions for the Human Resource Department and performs other 
related duties as required.  This position requires a high level of technical competence, analytical writing 
ability, discretion, and professional judgment in the preparation of reports, recommendations, policies, 
recruitment materials, and confidential correspondence. May work on assignments that are sensitive in 
nature, with contact at all levels within the Agency and contact outside the Agency. Reports to the Director 
of Human Resources & Risk Management or designee. 

 

REPRESENTATIVE DUTIES  
 
The following duties are typical for this classification. Incumbents may not perform all of the listed duties 
and/or may be required to perform additional or different duties from those set forth below to address 
business needs and changing business practices. 
 

• Coordinates, develops, and administers all phases of the recruitment, testing, and selection process. 

• Conducts salary surveys and classification studies. 

• Extends and withdraws job offers. 

• Responsible for the overall coordination of calendars and appointment schedules for all recruitment 
activities. 

• Composes sensitive, confidential correspondence. 

• Attends job fairs and other events to promote Agency employment opportunities. 

• Provides assistance to the HR Director. 

• Maintains accurate, complete, and current recruitment files and records. 

• Coordinates, updates, and maintains new hire paperwork; creates new hire packets and offer letters. 

• Administers new hire orientations. 

• Create personnel files and new employee medical files. 

• Maintain a variety of confidential personnel files. 

• Maintains and utilizes human resources information systems (HRIS), electronic records systems, and 
recruitment platforms to support personnel administration and reporting functions. 

• Provide assistance in supporting the performance management process; updates and maintains 
evaluations, monitors the collection of all employee reviews; notifies and/or follows up with those who 
have not submitted. 

• Administer workers’ compensation  

• Administer Health benefits 

• Request and maintain DMV employee pull reports 

• Research and evaluate current health benefits annually to ensure the Agency is receiving maximum 
benefits for its dollar.   

• Drafts job announcements, interview questions, rating sheets, recruitment advertisements, and written 
correspondence.  

• Take meeting notes for Safety Update meetings and assist the Safety Department as needed. 

• Interpret and analyze exam scores, prepare reports to document results.  

• Maintain eligibility lists. 
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• Explain and interpret Human Resource policies, procedures, and practices to internal employees. 

• Assists professional staff in performing and conducting studies, special projects, and administrative 
and technical functions.  

• Performs data collection, entry, and analysis.  

• Ensure areas of responsibility are in compliance with related Federal and State laws, VVWRA 
Personnel Rules and Memoranda of Understanding, and applicable legislation.  

• Establishes and maintains filing and reporting systems.  

• Coordinates and administers all phases of the selection process, including interview scheduling, written 
examinations, assessment exercises, panel coordination, candidate communication, and preparation 
of selection materials. 

• Represents the agency at community outreach events and career fairs.  

• Conducts research and makes recommendations regarding appropriate outreach sources and 
methods.  

• Screens employment applications.  

• Maintains mandated records as required by law.  

• Builds and maintains positive working relationships with co-workers, other VVWRA employees, and the 
public using principles of good customer service. 

• Maintain a clean and safe work area and adhere to all safety requirements. 

• Using a personal computer for word processing, databases, and spreadsheets. 

• Communicate effectively and establish and maintain effective working relationships with others. 

• May be required to work outside of normal business hours, including evenings or weekends, as 
operational needs require 

• Employees are considered disaster service workers as defined by the California Government Code and 
may be required to respond to emergencies that impact public health, safety, or the Authority’s 
operations. This includes call-back, extended work hours, and assignment to emergency duties as 
needed. 

 
 

QUALIFICATIONS 
 
The following generally describes the knowledge and ability required to enter the job and/or be learned 
within a short period of time in order to successfully perform the assigned duties. 
 

Knowledge of: 

• Applicable employment laws and regulations, including FLSA, FMLA/CFRA, FEHA, ADA, workers’ 
compensation, CalPERS reporting requirements, and public sector labor relations principles. 

• Classification and salary administration principles and practices. 

• Public sector human resources principles and practices. 

• Practices and terminology of recruitment. 

• Office procedures, methods, and equipment, including computers and applicable software 
applications such as word processing, spreadsheets, and databases. 

• Principles and procedures of record keeping and filing. 

• Principles and practices used in establishing and maintaining files and information retrieval 
systems. 

• Pertinent federal, state, and local codes, laws, and regulations governing human resources, 
workers’ compensation, disability, and OSHA. 

 
Ability to: 

• Must adhere to all VVWRA Personnel Rules and Regulations and behave in a manner in 
accordance with the VVWRA Core Values.  

• Work independently with frequent interruptions. 

• Assist in the administration of various employee programs. 



  Victor Valley Wastewater  Effective Date: 
     Reclamation Authority   July 1, 2026 
   

HUMAN RESOURCE TECHNICIAN 
   

Human Resource Technician  Page 3 of 3  

• Implement and maintain standard and confidential filing systems. 

• Maintain confidentiality of work performed. 

• Respond to requests and inquiries from the general public and employees. 

• Independently prepare routine correspondence, memoranda, and basic reports. 

• Interpret and apply applicable federal, state, and local laws, codes, and regulations. 

• Communicate clearly and concisely, both orally and in writing. 

• Exercise sound independent judgment and maintain confidentiality in handling sensitive personnel, 
medical, and organizational information. 

• Work regular hours of the approved VVWRA alternate work schedule. 
 

 
EDUCATION AND EXPERIENCE 
 
Any combination of education and experience that would likely provide the required knowledge and abilities 
is qualifying. A typical way to obtain the knowledge and abilities would be: 
 

• Associate’s degree with major coursework in liberal arts, one of the social sciences, public 
or business administration, or a related field 

• A minimum of five years of experience in human resources with heavy recruitment, 
preferably in government.   

• Possession of a valid Notary Public commission issued by the State of California, or the 
ability to obtain one within six (6) months of appointment 

• A valid California Class C Driver’s License.  
 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
 
The conditions herein are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential job functions. 
 
Environment:  
Standard office setting with moderate noise level. 
 
Physical:  
Incumbents require sufficient physical ability to work in an office setting; stand or sit for prolonged periods 
of time; operate office equipment, including the use of a computer keyboard; push, pull, lift, and/or carry 
light amounts of weight. 

 
 
Vision:  
See in the normal visual range with or without correction; vision sufficient to read computer screens and 
printed documents; and to operate assigned equipment. 
 
 
Hearing:  
Hear in the normal audio range with or without correction 
 
VVWRA is an equal opportunity employer. All applicants will be considered for employment without 
attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran status, 
disability status, or any other protected classification. 


