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CORPUS CHRISTI REGIONAL TRANSPORTATION AUTHORITY

JOB POSTING #2017-23
CLOSING DATE:  5-12-17
Job Title:  Human Resources Technician
FLSA Status:
Non-Exempt
Work Location:  5658 Bear Lane & as assigned
Department: Human Resources
   Pay Grade: 17
Reports To:  Director of Human Resources
Salary:  $16.97 - $26.30 (Min-Max Hourly)

General Summary: Under the direct supervision of the Director of Human Resources, performs work involved in assisting various aspects of the Regional Transportation Authority's (RTA) Human Resources Programs and maintaining related records to advise and assist both management and employees.

Essential and Marginal Functions: Essential and other important responsibilities and duties that must be performed, with or without reasonable accommodation may include, but are not limited to, the following: 

· Assists with all recruitment activities including advertisements and promotions of job postings, application processing, background investigations and contingent job offers.

· Responsible for input and maintenance of applicant and employee tracking.

· Assists with conducting New Employee Orientation 

· Assists with health fairs and other special event employee programs such as Holiday events.

· Responsible for administering the Employee Health Leave Pool Program to include annual reports and committee meetings as needed.

· Responsible for initial contact with employees and vendors. First point of Contact for phone calls and walk-ins to the department.

· Responsible for payment of various department invoices and purchases.
· Responsible for monthly service award orders.
· Assist the Human Resources Analyst with distribution of insurance benefit information to new hires 

· Assist the Human Resources Analyst with distribution of FMLA and Worker’s Compensation documentation to employees.

· Responsible for processing monthly DOT re-certification notifications.

· Responsible for processing check requests on CDL and DOT certifications for employees.

· Assist the Director of Human Resources with the organization’s various training needs to include annual mandatory employee and supervisor training.

· Maintains official HR records and documentation, to include filing both paper and electronic databases.

· Act as department’s Record Management Representative.

· Maintains wide variety of critical and confidential data in the system: current position information, personal data and employee data.

· Assists department in other areas as needed.

· Complies with Regional Transportation Authority policies and procedures and local, state and government regulations.

· Maintains confidentiality regarding all RTA related business information and personnel issues.

· Establishes & maintains effective and professional working relationships with those contacted in the course of work.

· Individual will be cross trained in other areas of the department to act as backup when needed.

· Perform other duties as assigned.
It is the RTA’s business philosophy and practice to provide reasonable accommodation to the known physical or mental disabilities of qualified individuals, according to applicable state and federal law. To request a reasonable accommodation regarding application for employment or the performance of the essential functions of your job, please contact the Human Resources Department at (361) 289-2712.

Qualifications include:

Knowledge of: 

· Advanced principles of arithmetic, bookkeeping and reconciling;

· Methods and techniques of record keeping and records management;

· Effective time management;

· Modern office procedures, methods, office and computer equipment;

· Demonstrated superior verbal and written communication skills;

· Demonstrated excellent interpersonal relationship and teambuilding skills; and 

· Correct English usage, spelling and vocabulary. Knowledge of correct Spanish usage, spelling and vocabulary is strongly preferred. 

Ability to:
· Create and maintain reports through use of computer software; 

· Follow directions and meet established deadlines.

· Communicate effectively verbally and in writing;

· Willingly foster a positive work environment; 

· Provide service in a courteous and professional manner; 

· Multi-task and work with a diverse group of people;

· Exercise independent judgment and responsible decision making;

· Understand and follow oral and written instructions; and

· Comply with Regional Transportation Authority policies and procedures.

Skills:
· Maintain confidential information and records;

· Operate a variety of office equipment including a computer, calculator, copier, facsimile machine, and shredder;

· Type at a speed necessary for successful job performance;

· Mathematical and ten-key calculator skills; 

· Proficiency in Microsoft Access and/or similar database application(s);

· Proficiency in Microsoft Excel and/or similar spreadsheet application(s); and

· Proficiency in Microsoft Word and/or similar word processing application(s); and

· Proficiency in Microsoft PowerPoint and/or similar presentation application(s).

· Bilingual skills are strongly preferred.

Experience and Training Requirements:

This position requires any equivalent combination of the following training, education and experience that provides the individual with the required knowledge, skills, and abilities to perform the job. 

· Education: High school diploma or GED.

· Experience: Minimum two (2) years of related experience.

· License or certificate: Possession of an appropriate, valid TX Driver’s License on the date of application as required for position to operate RTA vehicles.
· Other Requirements: Must be at least 18 years of age.  Any job offer and continued employment is contingent upon completing and passing a pre-employment job agility evaluation, physical, drug and alcohol screen and background investigation. 
Working Conditions and Physical Requirements:

Works primarily in a typical, climate controlled office environment. Average amount of overtime and extended work hours are required. The noise level in the work environment is usually moderate. While performing the duties of the job, the employee occasionally works in outside weather conditions. Standard physical activity includes, but is not limited to, sitting, standing, and walking activities. Essential and marginal functions require maintaining physical conditions necessary to carry/lift/push or pull loads up to 10lbs.
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