COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:

HUMAN RESOURCE COORDINATOR 
PAY GRADE:

P-10
OVERTIME STATUS:
NON-EXEMPT
MAJOR RESPONSIBILITY:
To perform specialized human resource administration and technical support work and responds to complex inquires on all aspects of the college's human resources management and diversity programs, including: employee relations, compensation, benefits, human resources information management, credentialing, policies and other related matters.  Position requires the ability to act in an advisory capacity to the professional, administrative, support staff and faculty on complex technical or procedural matters, referring issues related to policy administration to an administrator.  Also perform routine clerical work, which includes some responsibility to prepare documents for the Director of Human Resources. 
PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training: Bachelor's degree from an accredited institution 
required, preferably in administration or human resources management. Certification in Human Resources Management preferred.  
2.
Years of experience in field:  Three years experience in Human Resource Administration required.  Proficient in use of computer software such as MS Office, Outlook, Word, Excel and Internet required.
3.         Special skills or abilities related to position:  Ability to deal effectively with outside agencies, college administrators, employees, and the public.  Knowledge of and ability to interpret and apply personnel laws, policies, and practices. Ability to identify and apply technological solutions to meet human resources business requirements. Demonstrated organizational, problem solving, personnel management, and leadership ability. Ability to demonstrate a commitment to diversity. Evidence of computer skills including word processing, spreadsheet, database, and data input.  Knowledge of the principles and practices of Human Resource Administration, including knowledge of interviewing techniques. Ability to develop and maintain minor decisions in accordance with State Board of Community College Rule, College Policies and Procedures and to apply these to problems and situations.  Ability to handle multiple priorities and confidential assignments, organize work, and function independently.  Ability to adhere to strict deadlines on a continuing basis and function effectively under heavy workloads during peak periods.  Ability to promote and maintain effective working relationships.  Ability to work with minimal supervision and to make decision in accordance with College rules and procedures.  Excellent written and oral communication skills.
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ESSENTIAL JOB FUNCTIONS:
1. Coordinates and manages routine operational activities and special projects within the Human Resources Department as assigned 

2. Input sensitive and/or confidential data into personnel/payroll Jenzabar system.  Update data as changes occur.  Work with Payroll Officer in certifying accuracy of data. 
3. May assist with various special projects and analyses, to include procedure interpretation and process flow.
4. Unemployment Compensation claims.  File response to written claim documents.  Responds to verbal requests and questions from U.C. adjudication unit.
5. Conducts training on human resources-related procedures and programs.
6. Assist with auditing all files and input records for Personnel/Payroll system processing including verifying salaries and monitoring receipt of required documents associated with the hiring process and payroll edits.

7. Attend meetings and conferences related to job responsibilities.
8. Provides back up coverage for Human Resource Staff 
9. Prepares and processes records, documents, correspondence and other materials of a sensitive nature.

10. Acts as liaison between campus and college administration personnel in processing documents and responding to inquiries on matters related to personnel actions.

11. Communicates with college staff regarding personnel processes and procedures.
12. Assist with resolving difficult/complex human resources management problems.
13. Assist with the operations of records processing and issuance of contracts to administrative and instructional personnel. 
14. Responsible for Florida State New Hire Reporting.
15. Assist with the development and management of comprehensive benefit programs, including retirement, insurance programs, workers compensation, unemployment, and the sick leave pool.
16. Other duties as assigned.
 (These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.
ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid.

· Ability to communicate both orally and in writing.

· Ability to access file cabinets for filing and retrieval of data.

· Ability to access, input and retrieve information from a computer.

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
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PRIMARY LOCATION OF JOB:  
Building I (Founders Hall), Ocala Campus

SUPERVISOR OF POSITION:

Director Human Resources 
Revised 3/16/11

Revised 7-1-10 changed from P/T to F/T

New - 11-04-09


