
Page 1 of 4 

BARSTOW COMMUNITY COLLEGE DISTRICT 

POSITION:   Human Resources Specialist – Leaves and Benefits 

Under the direction of the Vice President of Human Resources, the Human Resources 
Specialist of Leaves and Benefits, performs a variety of professional-level administrative, 
clerical, technical and analytical duties in support of the College’s human resource functions 
including leaves, files, legal documents forms, recruitment, selection, classification, wage 
and salary administration. Health and Welfare benefits, FMLA, Health and Safety, 
employer-employee relations, labor negotiations, training, and related functions. Also 
provides information and assistance to College employees and the general public regarding 
human resources activities, policies, and procedures.  Performs a variety of high-level 
administrative and clerical tasks in support of assigned area of responsibility.

REPRESENTATIVE DUTIES: 

• Provide administrative, clerical, logistical and technical support to the Vice President;
compose and prepare memoranda, correspondence, board agenda compilation, division
reports, presentations, spreadsheets, forms and other documents, often of highly
sensitive and confidential nature; proofread and review typed documents and other
materials for accuracy, completeness and compliance with District standards, policies and
procedures.

• Establish and maintain a variety of complex, interrelated filing systems including
confidential files; establish and maintain files for information, records and reports;
maintain manuals and updated resource materials.

• Coordinate the Vice President’s and department calendars including scheduling
meetings, resolving scheduling conflicts; assist the Vice President in developing and
monitoring timelines and schedules.

• Provide administrative, logistical and technical support to the Vice President; compose and
prepare memoranda, correspondence, Governing Board docket items, department reports,
presentations, spreadsheets, forms and other documents, often of a highly sensitive and
confidential nature; proofread and review typed documents and other materials for
accuracy, completeness and compliance with division standards, policies and procedures.

• Assist the Vice President in record keeping and communication on complaints and
confidential issues that are received into the office.

• Monitor division budget expenditures for revenue, accounts; track and process
expenditures, encumbrances, reimbursements, stipends and payments; research and
process invoices or purchase orders for payment.  Collaborate with Finance department on any
discrepancies.

• Act as a liaison in coordinating matters between, the Vice President and all departments and
outside agencies.  Prioritize requests by departments and facilitate the flow of
information; prepare and distribute agendas for meetings; follow up on various
assignments to ensure that needed action is taken; perform routine to difficult public
relations duties over the phone and in person; respond independently to correspondence and
email inquiries regarding division matters; relieve the Vice President of a variety of
administrative details.
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• Perform technical and complex administrative duties involving the use of
independent judgment and an understanding of departmental functions and
procedures. Perform confidential administrative, technical and analytical
work in support of the human resources department, and employee/labor relations
functions. Prepare agendas, take and transcribe minutes in support of collective bargaining
negotiations.

• Provide support for the recruitment process to include managing inquiries, advertising and
participation in recruiting events.

• Coordinate post-offer pre-employment physicals, psychological, drug screens or other pre-
employment screenings as may be required.

• Conduct initial new employee orientation for purposes of ensuring appropriate completion
of payroll and benefits documentation; explain employment benefits and general terms and
conditions of employment to employees and department representatives.

• May provide support of the worker’s compensation and disability programs; review initial
claims and determine the type of claim to be established; serve as liaison with injured
workers, college departments, attorneys, medical providers, and investigators in the
management of claims; work closely with employees and department managers regarding
return to work issues.

• Prepare and process payroll related documents for college employees.
• Document pay exceptions and salary adjustments for payroll ensuring timely and accurate

records.
• Supports the budget development process by gathering and compiling required

information. Prepares and inputs accounting forms such as requisitions, warehouse
requests, budget and staffing requests. Receives periodic printouts of financial activity and
prepares summary reports.

• Coordinate, organize, create, and maintain monthly Personnel/Staffing
board agenda items, proposed resolutions, MOUs, and background
information in Board Docs for the Board of Trustee meetings.

• Conduct research, analyze data, and prepare written and statistical reports and
recommendations for a variety of human resource issues and topics; make oral
presentations as required; update and revise written directives, rules, and regulations and
various handbooks as appropriate.

• Provide customer service, both in-person and by telephone; screen and direct telephone
calls; take and relay messages, answer questions from employees and the general public
regarding human resources issues, rules and regulations relating to human resources
management; respond to employment verification requests, salary and benefit surveys, and
other requests for information.

• Refers complex or sensitive matters and/or routes calls to the appropriate administrator.
• Evaluates office activities; recommends improvements and modifications; assist in the

implementation of goals and objectives; review and evaluate work products, methods and
procedures.

• Prepares Health and Welfare, Dental, Vision, and Basic Life Reconciliation.
• Supports Compensation and Health and Welfare Benefits process.
• Participates in hiring and provides training and guidance to student workers as a part of the

Human Resources team.
• Arrange travel plans for the Vice President, and Human Resources personnel.
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• Ensures office technology is maintained and in working condition i.e., service requests,
receives, and maintains an inventory of office supplies and materials.

• Prepare required federal and state notices time requirements regarding these
entitlements.

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 

• Requires a thorough knowledge of office practices, procedures and equipment,
including filing systems, receptionist and telephone techniques, and letter and report
writing.

• Operations, services, and activities of a human resources program
• Principles, practices and procedures of human resources administration in the areas of

employment, compensation, and classification, workers’ compensation, employment
development, training, and benefits administration.

• Resources to sustain current understanding of modern trends and legal issues in the
field of human resources management.

• Employment and employee relations issues
• Methods and techniques of research and analysis of personnel administrative and

statistical data.
• Principles of college administration organization, functions, and management.
• Basic labor relations, negotiation processes and employment law.
• Workers Compensation and disability related contract principles and theories.
• Basic principles and procedures of record keeping.
• Business letter writing and report preparation.
• Principles and practices of customer service.
• Must be skilled in using and troubleshooting various standard office machines.
• Requires sufficient human relations skills to convey technical information to others and

patience in dealing with a diverse population.

ABILITY TO:

• Requires the ability to independently perform all of the duties of the position efficiently and
effectively and in an open environment with interruptions and distractions.

• Demonstrate an awareness and appreciation of the cultural diversity of the community.
• Must be able to perform office and secretarial work with speed and accuracy.
• Understand, interpret, and apply general and specific administrative and departmental policies and

procedures as well as applicable federal, state, and local policies, laws, and regulations.
• Requires the ability to plan, organize and prioritize work in order to meet schedules and timelines.
• Requires the ability to work cooperatively with instructors, staff, students, and the public using

patience and courtesy.
• Requires the ability to maintain confidentiality of private and sensitive information.
• May require the ability to perform work assignments at all College locations.
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ABILITY TO: 

EDUCATION AND EXPERIENCE: 

MINIMUM QUALIFICATIONS: 

Bachelor’s degree from an acceptable accredited institution in human resources 
management, business, administration, personnel management, or a closely related field 
AND three (3) years of increasingly responsible experience in human resources. 

Demonstrate sensitivity to and understanding of the diverse, academic, socioeconomic, 
cultural, disability, gender identity, sexual orientation, and ethic backgrounds of 
community college students. 

WORKING CONDITIONS:

Work is performed primarily in a standard office environment with some travel from site to 
site. 

Physical Abilities:  
Environment: Office Environment.  
Physical Abilities: Dexterity of hands and finders to operate a computer and standard office 
equipment, sitting or standing for prolonged period of time, bending at the waist, reaching 
overhead, above the shoulders and horizontally to retrieve files and supplies, and hearing 
and speaking to exchange information on the telephone or in person.  

Hazards: Contact with dissatisfied or abusive individuals 

CONDITIONS OF EMPLOYMENT: A full-time, 12month, Confidential position. Indexed 
to placement on the Management and Confidential Salary Schedule at a Range 13. 

This position is subject to evening hours and weekends. 

Board Approved: 8/21/2024
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