
  

 

  

 
PRINCE GEORGE COUNTY, VIRGINIA 

September 2015 

HUMAN RESOURCES INFORMATION SYSTEMS SPECIALIST 
 

 FLSA Status: Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs difficult paraprofessional and technical work analyzing and implementing new human resources 

programs and processes using technology such as Tyler/Munis, performing database support functions and 

maintaining the Human Resources website; does related work as required.  Work is performed under general 

supervision.  

 

This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force 

frequently, and a negligible amount of force constantly to move objects, work requires stooping, kneeling, 

crouching, reaching, walking, pulling, lifting, fingering, and repetitive motions; vocal communication is required 

for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at 

normal spoken word levels; visual acuity is required for preparing and analyzing written or computer data, visual 

inspection involving small defects and/or small parts, operation of machines, determining the accuracy and 

thoroughness of work, and observing general surroundings and activities; the worker is not subject to adverse 

environmental conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Responsible for the analysis and improvement of daily activities associated with various human resources 

processes and programs. Assists with the administration of the human resources management programs; 

handling of employee relations; assists with staff development and training programs; conducts research; 

prepares reports. 

Assist with managing data in core human resources tables and files; 

Maintain the human resources web site and assists in the design of that site. 

Collect and analyze critical program data for human resources processes and programs including creating reports, 

extracting statistical data from NEOGOV and prepare Tyler/Munis queries; 

Continuously seek ways to improve existing processes and programs through the use of technology; 

Collaborate with IT, Finance, compensation and other internal customers; 

Analyze and improve daily activities associated with various human resources processes and programs such as: 

recruitment, County-wide employee surveys, human resources internet pages and annual review process; 

Greet office visitors, answer incoming calls, and provide routine information regarding department, programs, 

policies, and procedures when necessary. 

Coordinate and attend employee recognition, appreciation and wellness activities; 

Prepare, update and distribute Personnel and Administrative Policies; updates County webpage accordingly; 

Conduct new employee orientation and assist with employee training and staff development; 

Order office supplies; code invoices for payment; 

Order flowers; coordinate donations and fundraising events on behalf of the County; 

Support day-to-day human resources help requests; 

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of the operation, uses and capabilities of electronic data; thorough knowledge of  software 

procedures and techniques; thorough knowledge of Microsoft applications, Tyler/Munis, NEOGOV, Adobe PDF 

Suite, PowerPoint and Access  database software; ability to create and maintain desktop database applications; 

some knowledge of human resources management practices and procedures; ability to understand and carry out 

written and oral instructions; ability to establish and maintain effective working relationships with associates and 

vendors. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from an accredited college or university in 

Computer Science, Human Resources or a related field supplemented by some experience in a public personnel 

office. 


