
 
CITY OF CHULA VISTA 

invites applications for the position of:
  

Human Resources Analyst/Senior
Human Resources Analyst

 

SALARY: See Position Description

OPENING DATE: 07/30/18

CLOSING DATE: 08/13/18 05:00 PM

DESCRIPTION AND ESSENTIAL FUNCTIONS:
Human Resources Analyst: To perform a variety of journey level professional, technical
and analytical work in support of the City's human resources functions; to participate and
assist in recruitment, selection, classification and compensation activities assigned; and
perform other related duties.

Senior Human Resources Analyst: To perform a variety of complex and advanced level
professional, technical and analytical work in support of the City's human resources
functions; to coordinate recruitment, selection, classification and compensation activities
assigned; to provide complex staff assistance to department management; and perform
other related duties.

SALARY RANGE
 Human Resources Analyst: $68,981.38 - $83,847.14 Annually

 Senior Human Resources Analyst: $79,328.60- $96,424.38 Annually
  

 DISTINGUISHING CHARACTERISTICS | SUPERVISION RECEIVED & EXERCISED

Human Resources Analyst: This is the full journey level class in the Human Resources
Analyst series and has the ability to perform the full range of duties assigned with only
occasional instruction or assistance as unusual or unique situations arise.  Receives
direction from an assigned supervisor.

Senior Human Resources Analyst: This is the advanced journey level class within the
Human Resources Analyst series.  Employees in this class are distinguished from the
Human Resources Analyst by the performance of the full range of duties and are generally
assigned the more complex and difficult work projects requiring thorough analysis,
extensive research, unusual or original solutions and interdepartmental coordination. 
Employees at this level receive only occasional instruction or assistance as new or unusual
situation arise, and are fully aware of the operating procedures and policies of the work
unit.  Employees are assigned a variety of human resources assignments without detailed
instructions or guidance.  
 
ESSENTIAL FUNCTIONS
Human Resources Analyst: Functions may include, but are not limited to, the following:
participate in a wide range of recruitment and selection activities including announcement
development, application screening and evaluation, examination selection and
development, and testing; design, develop and administer  selection tests including but
not limited to training and experience evaluations, multiple-choice tests, structured
interviews, writing exercises, performance test and assessment centers; construct test
items, review and analyze test results and recommend passing scores; perform research



to determine reliability and validity of tests; coordinate and conduct structured
interviews; instruct interview boards of pertinent department procedures and State and
Federal rules and regulations; conduct wage, salary and benefit studies and surveys for
compensation administration and for negotiations purposes; compile data and prepare
various charts, graphs and reports as necessary; conduct classification and reclassification
studies; allocate positions; develop and revise classification specifications, and
recommend salaries and/or bargaining units; evaluates recruitment/selection and
classification/compensation protests and appeals; prepares responses; and explains
examination methods and results to departments, employees, applicants/candidates and
the general public as appropriate; provide assistance with employee relations issues;
consult with managers and employees regarding the interpretation of personnel practices,
policies, and procedures, including related laws and regulations; provide information and
assistance to department personnel; conduct research, analyze data, and prepare written
and statistical reports and recommendations for a variety of human resources issues and
topics; make oral presentations as required; update and revise rules, regulations, and
various handbooks as appropriate; may conduct human resources-related presentations
and/or classroom training; respond to inquiries from employees and public; provides
information in a timely and efficient manner; resolve complaints as necessary; build and
maintain positive working relationships with co-workers, other City employees and the
public using principles of good customer service; perform other duties related to this
position as assigned.

Senior Human Resources Analyst: In addition to the duties listed above, provide
leadership, train and participate in the coordination and implementation of recruitment
and selection activities including announcement development, application screening and
evaluation, examination selection and development, testing and candidate certification;
assist in overseeing announcement preparation, sources for recruiting, correspondence
and application review; develop and implement diversity strategy to enhance recruitment,
employee relations and other employment/policy matters; apply diversity initiatives;
provide technical assistance to staff; provide staff support in labor contract negotiations
and arbitration; interpret labor contracts to represented employees and department
managers; draft and recommend contract language; research, analyze and report on
costs of contract proposals; participate in the collection and evaluation of salary and wage
data; oversee salary studies for various classifications conducted by lower level staff;
plan, coordinate and conduct large and/or highly sensitive and political classification
studies that may involve multiple job classes and/or cross departmental lines; perform
the more difficult work related to the development of class specifications and allocation
standards; oversee classification and reclassification studies performed by lower level
staff; confer with employees, department heads, labor representatives regarding
recruitment, examinations, compensation plans, position allocation data evaluation,
contract provisions and other pertain information; plan, participate in and evaluate special
projects requiring coordination of activities across departmental and functional lines, to
include the responsibility of project leadership over other professional and technical staff;
develop and revise City human resources policies and procedures; conduct specialized
research, analyze data, determine steps required to reach a conclusion or desired result
and prepare written and statistical reports and recommendations for a variety of human
resources issues and topics; make oral presentation as required; update and revise rules,
regulations, and various handbooks as appropriate; analyze the effects of new laws or
administrative regulations as it affects human resources programs.

MINIMUM QUALIFICATIONS:
Any combination of education and/or experience and training that would likely provide the
required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and
abilities would be:

  
 Human Resources Analyst: Bachelor's degree from an accredited college or university
with major course work in personnel management, public administration, business



administration or a related field and two years of increasingly responsible experience in
the human resources field.  

  
Senior Human Resources Analyst: Bachelor's degree from an accredited college or
university with major course work in personnel management, public administration,
business administration or a related field and three years of increasingly responsible
experience in the human resources field. 

KNOWLEDGE, SKILLS AND ABILITIES / PHYSICAL DEMANDS AND
WORKING CONDITIONS:
Knowledge, Skills and Abilities

  
Human Resources Analyst
Knowledge of: principles and practices of public sector human resources administration
including specialty areas; recruitment strategies and methods; validation and test
development principles; procedures to develop, write, construct and validate job-relevant
recruitment/selection plans and instruments; techniques of recruitment and interviewing;
principles and methods of position classification, and job analysis and organization in the
public sector; accepted practices to determine job content, evaluate complexity and
difficulty of job duties, and identify required skills, knowledge and abilities; methods for
obtaining and evaluating salary and total compensation data; basic uses of information
systems as a tool in the performance of human resources functions; process of collective
bargaining; pertinent local, state and federal laws, ordinances and rules; methods of data
generation, data collection and data reporting; methods and techniques of statistical
research and analysis; English usage, spelling, grammar, and punctuation; computer
equipment and software applications related to area of assignment. Ability to: collect,
compile and analyze complex information; interpret and apply laws, civil service rules,
and provisions of contracts, ordinances, and negotiated agreements and other regulations
or policies relating to human resources; analyze, compare, prioritize and evaluate
complex data; develop and evaluate alternative solutions, and identify consequences of
decisions and recommendations; present data clearly and concisely, orally and in writing,
to convey concepts and/or conclusions; prepare technical reports and research; meet
time deadlines; operate computer equipment and software applications related to
assignment;  communicate clearly and concisely, both orally and in writing; establish and
maintain effective working relationships with those contacted in the course of work; work
with various cultural and ethnic groups in a tactful and effective manner.

  
Senior Human Resources Analyst
In addition to the knowledge, skills and abilities listed above: Knowledge of: principles
and practices of establishing comparability, collecting and comparing salary data and
benefit information, statistical sampling and analysis, and the structural, internal, and
market influences affecting wage determinations; methodology for determining reliability
and validity of written, oral, and performance tests.  Ability to: Exercise independent
judgment and initiative; perform difficult and complex professional human resources
work; collect and evaluate data; define and select alternatives; draw conclusions;
formulate recommendations; and project consequences of recommendations; train and
provide project direction to other professional, technical, and paraprofessional staff;
develop, administer, analyze, and evaluate tests for a variety of occupations; plan and
coordinate major projects.

  
Physical Demands and Working Conditions (Both Levels)

 On an intermittent basis, sit at desk for long periods of time; intermittently walk, stand,
bend, squat, twist and reach while retrieving and/or returning files; perform simple
grasping and fine manipulation; use telephone and use a keyboard to communicate
through written means, review information and enter/retrieve data; see and read
characters on computer screen; and lift light weight.  Work is performed indoors in a
carpeted and air-conditioned office environment with fluorescent lighting and moderate



noise level.  Some movement is required from office to office and there is exposure to the
external environment when going to outlying offices or meeting.  Work is frequently
disrupted by the need to respond to in-person and telephone inquiries.

ADDITIONAL INFORMATION:
Recruitment No. 18330807

  
To be considered, applicants must submit a City Application by 5:00 p.m. on the closing
date listed. Candidates whose applications indicate education and experience most
directly related to the position will be invited to participate in the selection process. All
notices will be sent via e-mail. 

Unless otherwise noted, a passing score must be achieved at each step of the selection
process in order to have your name placed on the eligibility list for hiring consideration.
 Note that the examination materials for this recruitment are validated, copyrighted
and/or inappropriate for review.

The eligibility lists established as a result of this recruitment will be for a duration of six
(6) months, unless otherwise extended.

 
 
APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.chulavistaca.gov

  
276 Fourth Avenue

 Chula Vista, CA 91910
 619-691-5096

  
humanresources@ci.chula-vista.ca.us

  

Position #18331007
 HUMAN RESOURCES ANALYST/SENIOR HUMAN RESOURCES

ANALYST
 ED

 
Human Resources Analyst/Senior Human Resources Analyst Supplemental
Questionnaire

 
* 1. The supplemental questionnaire is used to further evaluate your experience and

education to determine your eligibility for this position. Please answer each question
accurately and thoroughly. To be considered for this position, the experience you
indicate in your responses to the supplemental questions must also be described, in
detail, on the Work History/Experience section of your Employment Application.
Failure to complete the "Work History/Experience" section of the employment
application will result in your application not being considered. Please do not refer
your response to your resume. A resume will not be considered in determining your
qualifications.

 I have read and acknowledge the instructions stated above.
 * 2. This recruitment aims to establish eligibility lists for Human Resources Analyst and

Senior Human Resources Analyst. The minimum qualifications for each position are
stated on the Job Announcement. Please read the minimum qualifications and
determine the position(s) which best fit(s) your qualifications.

Please select the position(s) for which you are applying.
 Human Resources Analyst

  Senior Human Resources Analyst
 * 3. EDUCATION

Which of the following best describes your highest level of education?
 Master's degree

  Bachelor's degree
 

http://www.chulavistaca.gov/
mailto:humanresources@ci.chula-vista.ca.us


 Associate's degree
 * 4. EXPERIENCE

Which of the following best describes your experience human resources?
 More than 7 years of experience

  More than 5 years but less than 7 years
  More than 3 years but less than 5 years of experience

  At least one year but less than 3 years of experience
  Less than one year of experience

  No experience
 * 5. The questions below represent areas in human resources that will be performed by

the Human Resources Analyst and Senior Human Resources Analyst. The experience
you indicate in your responses must also be described, in detail, on the Work
History/Experience section of your Employment Application. Please note: You should
be prepared to demonstrate your level of ability/competence for each area you select
as having actual hands on experience. Any information you submit may be verified.

Recruitment and Selection Which of the following most closely describes your
experience in recruitment and selection?

 More than 5 years of experience in recruitment and selection
  At least 2 years but less than 5 years of experience in recruitment and selection

  Less than 2 years of experience in recruitment and selection
  No experience in recruitment and selection

 * 6. Please provide the following information to address your relevant experience in
recruitment and selection.

Your response must include and FOLLOW the format below. Treat each change in
position or employer separately. Provide the following for EACH change in position or
employer.

A. The name of employer;
 B. Your official job title;

 C. Length of experience (Number of years/months);
 D. Specify the recruitment tools you developed (written, performance, assessment

center, interview);
 E. Type of job classifications for which you developed recruitment tools (Executive,

managerial, professional, paraprofessional, clerical, and/or trades and crafts); and
 F. The approximate size of the largest applicant pool you worked with.

NOTE: Responses that are incomplete, do not address all of the items above, "See
Resume" response, or responses in a narrative format will result in your application
being rejected for lack of information.

If you do not have experience, please indicate "no experience" below.
 
 
* 7. Which of the following tasks do you have a minimum of two years of experience

completing:
 Create/write job announcements

  Design supplemental applications and rating criteria
  Research, recommend and post recruitment ads

  Review and screen applications
  Develop written and/or performance tests

  Determine validity and reliability of tests
  None of the above

 



* 8. Classification and Compensation

Which of the following most closely describes your experience in classification and
compensation?

 More than 5 years of experience in classification and compensation
  At least 2 years but less than 5 years of experience in classification and

compensation
  Less than 2 years of experience in classification and compensation

  No experience in classification and compensation
 * 9. Please provide the following information to address your relevant experience in

classification and compensation.

Your response must include and FOLLOW the format below. Treat each change in
position or employer separately. Provide the following for EACH change in position or
employer.

A. The name of employer;
 B. Your official job title;

 C. Length of experience (Number of years/months);
 D. Describe your experience in conducting classification studies (methodologies and

recommendations), approximate number of studies completed, and type of positions
that were subjects of your studies.

 E. Describe your experience in establishing new classifications and recommending
salaries, approximate number of new classifications established and type of positions
that were established.

NOTE: Responses that are incomplete, do not address all of the items above, "See
Resume" response, or responses in a narrative format will result in your application
being rejected for lack of information.

If you do not have experience, please indicate "no experience" below.
 
 
* 10. Salary Surveys and Studies Which of the following most closely describes your

experience in conducting salary surveys and studies?
 More than 5 years of experience in conducting salary surveys and studies

  At least 2 years but less than 5 years of experience in conducting salary surveys
and studies

  Less than 2 years of experience in conducting salary surveys and studies
  No experience in conducting salary surveys and studies

 * 11. Please provide the following information to address your relevant experience in
conducting salary surveys and studies.

Your response must include and FOLLOW the format below. Treat each change in
position or employer separately. Provide the following for EACH change in position or
employer.

A. The name of employer;
 B. Your official job title;

 C. Length of experience (Number of years/months);
 D. Describe your experience in conducting salary surveys and studies.

NOTE: Responses that are incomplete, do not address all of the items above, "See
Resume" response, or responses in a narrative format will result in your application
being rejected for lack of information.

If you do not have experience, please indicate "no experience" below.



 
 
* 12. Statistical Analysis

Please provide the following information to address your relevant experience in
conducting statistical analysis.

Your response must include and FOLLOW the format below. Treat each change in
position or employer separately. Provide the following for EACH change in position or
employer.

A. The name of employer;
 B. Your official job title;

 C. Length of experience (Number of years/months);
 D. Describe your experience in conducting research, analyzing data, and preparing

statistical reports and recommendations for a variety of human resources related
issues.

NOTE: Responses that are incomplete, do not address all of the items above, "See
Resume" response, or responses in a narrative format will result in your application
being rejected for lack of information.

If you do not have experience, please indicate "no experience" below.
 
 
 13. RELEVANT TRAINING/COURSEWORK IN HUMAN RESOURCES

Please provide the following information to address your relevant training classes,
seminars or college coursework related to recruitment and selection, classification
and compensation, and labor relations.

Your response must include and FOLLOW the format below. Responses that are
incomplete, do not address all of the item below, "See Resume" response, or
responses in a narrative format will result in your application being rejected for lack
of information.

A. Title of training, seminar or coursework;
 B. The organization that offered the training, seminar or coursework;

 C. Date completed.
 
 
* 14. APPLICANT'S ACKNOWLEDGMENT - NOTIFICATION VIA ELECTRONIC MAIL (E-MAIL)

The City of Chula Vista's Human Resources Department uses electronic mail (e-mail)
to notify applicants of important information relating to the status and processing of
your application. We do so as part of our ongoing efforts to increase operational
efficiency, promote the conservation of green resources, and minimize delays and
costs. Therefore, as an applicant, you are hereby advised of the following:

1. Ensure that the email address and contact information you provide is current,
secure, and readily accessible to you. Do not share email addresses. Spam or other
filters should be adjusted to accept our emails. We will not be responsible in any
way if you do not receive our emails, i.e., for the non-delivery of email or if you
fail to check your email-box on a timely basis, etc.

2. Read any notices we send carefully and in a timely manner. Follow further
instructions, if any. We recommend that you print and keep a hard copy of our



notices for your records.

I acknowledge that I have read, understand, and agree to the above.
 Yes     No

 
* Required Question


