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JOB DESCRIPTION

Job Title:	Personnel & Human Services Planner 

Department:		Executive Department/Personnel Division

Reports To:		Personnel Manager 
                                              
Overtime Classification:	Exempt  

Date:	October 2016 

Definition:
This position fulfills responsibilities of two distinct and very different functions—Human Resources and Human Services.  It performs personnel-related administrative and clerical duties covering generation, monitoring and maintenance of records and databases; recruiting; volunteer coordination; customer service; research and analyses; committee participation which may include program promotion and maintenance; and other similar duties. Additionally, as the sole city staff support for Human Services, it performs duties covering the planning, development and coordination of the city’s Human Services programs.  It acts as the city’s liaison for the Human Services Commission, including attendance at regularly-scheduled (typically monthly) evening commission meetings.  This position requires a high degree of confidentiality and discretion.  This position is FLSA exempt and may occasionally require work that falls outside of the normal work week schedule without additional compensation.  

Supervision:
Work under the direct supervision of the Personnel Manager.

Essential Job Functions:
· Fulfill recruitment process on assigned positions typically, but not necessarily, limited to part-time and seasonal positions.  This includes:
· advertising preparation, launch, monitoring and maintenance; 
· collection, organization, and appropriate dissemination of application packets to hiring supervisor;
· applicant customer service, including notification of receipt status and response to inquiries; job opening status change when applicable; and rejection notification; 
· organization and scheduling of the interview process, including booking of meeting room and interview packet preparation and distribution to interviewers; 
· participation on interview panels, as required; 
· background checks, driving records checks, and reference checks (in written format), including assessment of acceptability of background and driving record results;
· preparation of offer of employment letters; 
· follow-up on selected candidate acceptance; 
· preparation and maintenance of recruitment retention file for positions as they are closed, in accordance with WA State record retention laws.

· Maintain annual log of all job openings, including, but not limited to, advertising sites and charges, posting and closing dates, number of applications received, interview panel members, and selected candidate.

· Assist in processing new employees. This includes setting up new personnel files; tracking status of new hire requirements in New Hire Log; preparation of employee’s copy of Employee Handbook; notification to Personnel Manager to prepare Safety Handbook (not to include Parks & Recreation Department part-time 
employees); new hire paperwork, follow-up for timely return of completed paperwork from new employee; and distribution of copies of applicable paperwork to the Finance Department.

· Maintain Emergency Contact Lists for all employees and volunteers.  Ensure distribution of new or updated contact lists to key personnel holding Emergency Contact binders.  Follow-up all employees with a request for an annual update to ensure accurate and up-to-date information. 
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· Maintain tracking and up-to-date criminal background checks for active employees who must have background checks repeated on a bi-annual basis (certain divisions within the Parks & Recreation Department), as well as driving history/personal auto insurance records that must be repeated annually on employees for whom driving is listed as an essential job function on their job description.

· Maintain city’s personnel files and personnel-related reports, e.g., Employee Home Address Listing.

· Serve as the primary trainer for and maintainer of the city’s Drug and Alcohol Testing Procedure.  Monitor pre-employment and random drug and alcohol testing for eligible employees.  Provide confidential notification to participating employees, and maintain documentation of records.  Assist in other personnel-related training and develop new programs to include employee training, as directed.

· Responsible for HR’s COBRA and VEBA notification of terminating employees to program administrators.  Respond to related employee questions, as necessary.

· Act as Volunteer Coordinator by maintaining applications, performing nationwide criminal history background checks, acquiring Driver’s Abstracts as needed, and acquiring volunteer handbook acknowledgement and other administrative forms.  Post volunteer opportunities, as necessary.  Coordinate and administer and “Volunteer of the Year” and “Commissioner of the Year” voting and awards, including monitoring of individual volunteer hours in order to acquire annual Presidential Service Awards for those volunteers that qualify.

· Coordinate with the Athletics Specialist to implement procedures for volunteer coaches and referees for all city athletic programs.  Prepare coaches packet, volunteer handbook, emergency data sheets, and coach’s liability waiver form.  Track all paperwork to completion and conduct nationwide criminal history background checks.

· Coordinate city’s Employee Service Awards Program, ensuring timely recognition of employee milestones as determined by the city’s procedure.  Present service awards at appropriately timed monthly all staff meetings.

· Act as division representative in publicly presenting monthly updates at the city’s monthly All Staff Meeting, including updates on the city’s wellness program, presentation of service awards, et al.

· Act as co-chair for the Covington Healthy Employee Wellness (CHEW) committee.  Attend AWC annual Wellness Forum and training; facilitate registration, tracking forms, and evaluation surveys for each wellness campaign; co-chair monthly wellness meetings; assist in the development of annual operating plan; and complete annual eWellCity application to obtain the Association of Washington Cities (AWC) WellCity award.

· Act as city liaison to the Human Services Commission.  Attend monthly commission meetings; take minutes; transcribe, copy, distribute and post minutes on the city’s website.  Coordinate on-site human services agency visits as requested by the commission.

· Responsible for the full cycle of Human Services Commission meeting agenda packet preparation, including creation of agendas, gathering of packet materials, and the copying, sorting and distribution of same.

· Guide the bi-annual human services funding cycle.  Serve as the city technical assistant for applicants.  Conduct application analysis for the Human Services Commission.  Coordinate agency presentations for the commission and prepare a final evaluation rating of applicants to the commission.  Prepare annual service contracts to all agencies funded that include performance measures and outcome reports.

· Review human service quarterly reports for performance measure compliance.  Prepare and submit invoices to the Finance Department.  Prepare semi-annual reports for the city manager/city council detailing each human service program goal and related performance.  

· Assist in the integration of pertinent social and human elements into the physical planning of the city.

· Actively promote community awareness and education regarding available human services programs through proclamations.  Respond to citizen inquiries regarding human services in the community and provide referrals to these services. 
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· Actively promote the King County Housing Repair Program throughout the community; prepare annual report for the city manager/city council.

· Participate in the CDBG non-housing application process for Minor Home Report (MHR).  If granted, administer the MHR program to include application packets, brochures, and flyers for marketing throughout the community.  Conduct intake process with clients to determine eligibility.  Prepare contract agreements for contractors to perform work, coordinate and track repair process, and prepare invoices.  Conduct annual verification process of all contractors to ensure current licenses with city, state, and liability insurance.  Prepare quarterly reports to King County for reimbursement, as well as status report for the city council.

· Participate in required CDBG trainings, committee meetings, and annual Application Workshop. Serve as the city representative on the CDBG inter-jurisdictional Advisory Board to recommend funding for CDBG/HOME capital projects during the annual application process.

· Conduct bi-annual service audit with the human services providers to ensure compliance with contracted requirements.

· Monitor budget impacts and communicate future budget needs for the Human Services and parts of the Personnel budget. Prepare the Human Services Commission portion of the budget with the input of the Commission.

· Act as the Human Services representative for the city, including liaison with educational institutions in the community and South King County Human Service Planners board.

· Attend monthly Covington Domestic Violence Task Force meetings and act as the task force secretary by providing monthly meeting minutes.

· Coordinate the in-kind Human Services Office Space Program.  Maintain records of facility reservation forms and schedule of use.  Perform orientation for new agencies using the facility.  Maintain annual reports on use and clients served.

· Attend additional day, evening, or weekend meetings, as required and assigned.

· Driving is an essential function of the job (see Special Requirements).

Non-Essential Job Functions:
· Maintain personnel files, ensuring paperwork is filed in a relatively timely fashion.

· Participate as a representative of the Personnel Division on committees in addition to the CHEW Committee, as directed and/or as workload allows, including the Covington Domestic Violence Task Force (CDVTF).

· Prepare and distribute mailings and packets.

· Conduct research, analyses, surveys, special projects and activities, as directed.

· Other related or similar duties, as assigned.


Qualifications:
Knowledge of:
· Grant preparation and writing.
· Principles, practices and techniques of evaluating municipal administrative services, programs and activities.
· Applicable federal, state and local policies, codes and regulations related to human services programs and Community Development Block Grants.
Principles of Human Resources practices and techniques.
· Proper use of English, spelling, grammar and punctuation; well-developed writing skills.
· Modern office methods, procedures, and practices, and business letter writing.
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Qualifications: (Continued)
Knowledge of:
· Operation of a personal computer and various software programs necessary to accomplish job duties.
· Record keeping, record administration, and filing.
· Budget planning, development and control techniques.
· Municipal government functions, policies, rules, and regulations.
· Telephone and reception techniques and etiquette.
· Basic mathematical operations.

Ability to:
· Maintain confidentiality and discretion, as well as recognize when the need exists.
· Remain mentally flexible and adaptable to switching between Human Resources and Human Services responsibilities.
· Prepare and deliver presentations on a variety of related subject matter; ease with public speaking.
· Communicate effectively, both orally and in writing, with co-workers and the public.
· Interpret standard legal documents.
· Create clear, concise departmental procedures that may be applied citywide.
· Work under pressure with interruptions and meet specific challenging deadline dates and times.
· Work independently on multiple tasks.
· Operate a personal computer to enter data, maintain records, and generate reports.
· Create, maintain, and manipulate databases.
· Correctly perform basic mathematical operations.
· Perform clerical and office support duties, including report preparation and maintenance of records and files.
· Type accurately with sufficient speed (50-60 wpm) to accomplish assigned tasks within given timelines.
· Operate a variety of office machines.
· Organize and prioritize work assignments.
· Work effectively with the public, and maintain effective working relationships with those contacted in the performance of required duties.

Education and Experience:
Minimum Criteria:
High school diploma or GED; course work in administrative/clerical procedures, records management, and/or Human Resources functions; four (4) years of progressively responsible clerical experience; and at least two (2) years experience in human services programs, including preparation of grant applications, budget management, and contract administration.  Any equivalent combination of experience and training which ensures the ability to successfully perform the responsibilities of the position may be considered.

Preferred Criteria: (In addition to Minimum Criteria)
[bookmark: _GoBack]Degree or course work in Social Sciences and at least four (4) years related municipal human services experience.

Special Requirements:
· Possession of a valid Washington State driver’s license and a driving record that meets the standards of the city’s insurance authority;
· Acceptable results from a nationwide criminal background check; and
· Proper documentation to fulfill the requirements of the Immigration and Nationality Act within three (3) days of employment is a condition of employment with the City of Covington.

Physical Demands and Work Environment:
· Constant Demands:  Sitting, talking, hearing, seeing.
· Frequent Demands:  Standing, walking, carrying files and boxes, twisting above the waist and reaching, bending at waist, repetitive hand and arm motion, and fine finger manipulation in the use of a computer.
· Occasional Demands:  Driving, lifting, climbing stairs, pushing/pulling, crouching, kneeling, squatting, reaching below the knees, grasping.
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