
REDLANDS UNIFIED SCHOOL DISTRICT 
              

JOB DESCRIPTION 
 
TITLE Personnel Technician 
 
QUALIFICATIONS 
 
EDUCATION: Associates Degree, supplemented by training or coursework in personnel 

management, business office procedures or a closely related field. 
 
EXPERIENCE: Three years of responsible and technical personnel clerical experience, including 

one year in a lead capacity. 
 
KNOWLEDGE OF: Methods, trends, strategies and techniques pertaining to a comprehensive 

personnel management system; Methods, procedures and techniques of 
organization and employee motivation; Methods, procedures, terminology and 
techniques pertaining to personnel record management, storage and retrieval 
systems; Legal mandates, Board policies, regulations, and operational procedures 
and guidelines pertaining to typical personnel management functions and activities. 

 
ABILITY TO: Interpret and apply technical personnel operational procedures, policies, rules, 

regulations and legal provisions; Plan, organize and maintain a variety of complex 
personnel transactions; Analyze, review, abstract and compile comprehensive 
management reports, which may include sensitive and confidential information; 
Communicate effectively in oral and written forms; Type at a net corrected speed of 
50 words per minute; Understand and carry out oral and written directions; 
Establish and maintain cooperative working relationships. 

 
PERSONAL 
QUALIFICATIONS: Character, personality, and proper social capability to relate effectively with racially 

and ethnically diverse staff, students, and community. Demonstrated ability to work 
with a wide variety of community groups and organizations. 

 
BRIEF DESCRIPTION OF POSITION 
 
Under the direction and supervision of the supervisor, the Personnel Technician performs a variety of 
responsible and technical personnel clerical functions and activities, may assist in the planning, 
organization and conduct of employee recruitment, selection, orientation and certificated Induction 
programs, and assists in the planning, organization, development and maintenance of a comprehensive 
personnel management storage and retrieval system. 
 
DUTIES AND RESPONSIBILITIES 
 
As assessed by the supervisor, the outcome of the Personnel Technician's job performance will be as 
follows: 
 
1. Employee certification analysis, personnel employment processing and other related functions will 

have been capably and effectively performed. 
 
2. Requests for new personnel and personnel replacements will have been competently reviewed. 
 
3. Assistance will have been appropriately rendered to manager and supervisors by providing 

employment eligibility lists and employee selection materials. 
 



Personnel Technician Job Description Page 2 
 
4. Employment applications will have been accurately and capably reviewed and preliminarily 

screened for completeness and minimum qualification standards. 
 
5. Competent assistance will have been provided in the planning, organization and conduct of 

examination processes. 
 
6. Vacancy notices, bulletins, applicant notifications, and other functions related to candidate 

processing will have been effectively performed. 
 
7. Legal mandates, policies, regulation, Bargaining Unit agreements and guidelines will have been 

competently analyzed, reviewed, interpreted, reported, and maintained electronically through 
district, county, and state employee data systems. 

 
8. Assistance in the planning, development, implementation and maintenance of manual and 

automated record management, storage and retrieval systems will have been consistently and 
appropriately provided. 

 
9. Competent assistance in the planning, organization and conduct of research and development 

functions and activities, including needs assessments, analyses, surveys, etc. will have been 
rendered. 

 
10. Routine correspondence, memoranda, requests for information and data will have been 

independently responded to in a capable and timely manner. 
 
11. Assistance in the planning, organization, compilation and preparation of the personnel component 

of the Governing Board agenda will have been effectively and accurately provided. 
 
12. As directed, assistance in the planning, organization and conducting of personnel orientation, of 

staff development and inservice training programs will have been competently rendered. 
 
13. Competent assistance in the follow up functions and activities pertaining to the district personnel 

appraisal system will have been consistently provided. 
 
14. As directed, the work of clerical assistants will have been appropriately led and coordinated and 

technical input to their performance evaluation provided. 
 
15. Timely and effective communications regarding incidents and/or situations which might impact the 

district, its divisions or its schools will have been consistently provided to appropriate district 
office/school personnel. 

 
16. Active and consistent efforts will have been made to maintain or improve the external and internal 

image of the district, its divisions and its schools, including recruitment efforts. 
 
17. As directed, clerical support of all aspects of the Induction program and the new teacher support 

program will have been rendered. 
 
18. As directed, all appropriate trainings and inservices will have been attended. 
 
19. Oversee and provide appropriate employee notifications of all employee leaves of absence, 

retirements and resignations. 
 
20. As directed, records of employee position control will have been accurately and capably 

coordinated and maintained. 
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21. All changes in employment status of employees will have been effectively communicated with 

payroll personnel. 
 
22. As directed, data related to employee records will have been accurately provided in support of 

negotiation processes. 
 
23. Administrative and clerical support will be effectively provided as directed, including support for 

the negotiations process. 
. 
24. Other duties assigned by the supervisor will have been effectively accomplished. 
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