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SAN JUAN UNIFIED SCHOOL DISTRICT 
CLASSIFIED PERSONNEL                  
 
 

CLASS TITLE:   Human Resources Analyst (Confidential)  CLASS CODE: 838 
 
CHARACTERISTICS OF THE CLASS: 
 

Under general direction, performs independent, advanced analytical, highly complex tasks to 
assist in the smooth and efficient operation of the Human Resources Department including salary 
administration, data gathering, position classification, report preparation, special project 
assignments, employer-employee relations activities and the recruitment and selection of 
personnel. 
 
EXAMPLES OF DUTIES:  (Any one position may not include all of the duties listed nor do all of the 
listed examples include all tasks that may be found in positions of this class.) 
 

Compiles and analyzes documents and coordinate activities related to salary administration, 
data gathering, report preparation, special project assignments, the interview/selection process, and 
other general human resource practice and procedures; coordinate duties related to recruitment, 
hiring, paper screening, and interviewing processes including serving on  interview panels, 
consulting with job applicants, and preparing results of interviews; advise, interpret, train and orient 
department and district personnel on appropriate procedures and processes related to bargaining 
unit contract issues and the impact on negotiated agreements; compile information from a variety of 
sources and prepare independent, advanced, analytical reports required by the district or 
bargaining units for use in contract negotiations; act as Human Resources representative in 
contacts with bargaining unit personnel and/or departments on the meet-and-confer process, 
grievances, disciplinary actions and other labor relations activities; assist sites with employee 
supervision, evaluation and discipline; may conduct exit interviews and assess performance of 
employee relations programs and/or the need to establish or expand programs; attend 
unemployment hearings; performs duties associated with position control, preliminary salary 
schedule placement, applicant tracking, management information systems, affirmative action, 
credential monitoring, and other areas as assigned; assist with determining acceptable units for 
salary advancement or increases according to established District practices; compose 
correspondence and reports independently or from directions; prepare letters, memos, forms, and 
other documents as required; operate a computer to input, output, update, and access a variety of 
records and information; generate reports, records, lists, and summaries from computer database; 
assemble confidential and sensitive information related to Human Resources functions; establish 
files; copy and submit documents as assigned; proofread and check completed assignments for 
accuracy; participate in training programs and activities inside the District and with outside agencies 
as required; keep abreast of Human Resources laws, court decisions, and trends affecting both 
education and public sector; perform related duties as assigned. 
 
QUALIFICATIONS: 
 
Education and Experience: 

Any combination of training, education, and/or experience equivalent to a Bachelor=s Degree 
in human resources, business administration or a closely related field and two years of responsible 
experience in human resources or a related field; one year of supervisory experience desirable.  
Any other training, education and experience which would provide the required skills, knowledge 
and abilities may be substituted. 
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Knowledge and Abilities: 
Knowledge of: 

Principles, practices and techniques of personnel administration, including recruitment, testing, 
interviewing, position classification, salary administration, credentials and certification;   

Bargaining unit contracts;
Record-keeping techniques, filing systems, and information management; 
State and Federal laws relating to Human Resources such as the Family Medical Leave Act,  
 the Americans with Disabilities Act, the Fair Labor Standards Act, and others; 
Methods and processes of statistical analysis and data reporting; 
Personal computer hardware and software including Windows, Word, Excel; 
Current human resources practices, trends, and issues; 
State of California credentials requirements and procedures; 
Applicable sections of the State Education Code and related laws; 
Correct English usage, grammar, spelling, punctuation, and vocabulary; 
Interpersonal skills using tact, patience and courtesy; 
Modern office practices, procedures, and equipment. 

 
Ability to: 

Analyze data from a variety of sources; 
Prepare and maintain statistical and other records and files 
Utilize effective leadership and management skills and techniques; 
Perform analytical, highly complex work requiring speed and accuracy; 
Interpret, apply and explain rules, regulations, policies, and procedures related to classified and 

certificated employment; 
Establish and maintain cooperative and effective working relationships; 
Operate a variety of office equipment including a computer terminal; 
Perform math calculations quickly and accurately; 
Meet schedules and time lines; 
Communicate effectively both orally and in writing; 
Understand and follow oral and written directions; 
Work effectively with constant interruptions; 
Work confidentially with discretion; 
Exercise independent judgment; 
Work effectively with computer systems and networks. 

 
Physical Characteristics (consideration will be given to reasonable accommodation): 

Hearing and speaking to exchange information in person and on the telephone; seeing to 
read, prepare and proofread documents; sitting or standing for extended periods of time; dexterity 
of hands and fingers to operate a computer keyboard and other office equipment; kneeling, bending 
at the waist, and reaching overhead, above the shoulders, and horizontally to retrieve and store 
files and supplies; lifting light objects.  
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