Culver City Unified School District is committed to centering diversity, equity, and inclusion, not only
in our educational practices - but as a fundamental key to our hiring processes. Successful candidates
will demonstrate an ability to work with all constituents and possess proven commitment to and
experience in working in a diverse, multicultural environment.

CULVER CITY UNIFIED SCHOOL DISTRICT

CLASS TITLE: HUMAN RESOURCES ASSISTANT

BASIC FUNCTION:

Under the direction of the Assistant Superintendent of Human Resources, perform a variety of
responsible clerical duties related to certificated and classified staff; manage the district substitute
system; coordinate the new hire process; relieve a supervisor of clerical detail; perform routine
administrative aide functions; provide clerical assistance to the Human Resources Staff as needed;
perform other related duties as assigned.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Perform a variety of responsible clerical duties related to certificated and classified staff; answer
telephones and take and relay messages as appropriate; greet and screen visitors; direct callers and
visitors to appropriate staff or departments.

Type letters, forms, memoranda, bulletins and other forms and applications.

Manage SmartFind Express and all responsibilities related to the substitute desk; secure substitutes on a
daily basis for absent district employees and notify district sites of absentees.

Assist in the screening, hiring and processing of substitute personnel; establish and maintain
substitute personnel files; process and assist substitute teachers with completing required forms and
Emergency 30-Day Substitute Teaching Permit applications; verify credentials, employment history
references and other information; conduct employee orientations.

Maintain and update Human Resources records and other documents.

Assist with Personnel File management. Responsible for copying of personnel files for Public Records
Act, Subpoenas and other requests.

Arrange for fingerprinting of substitute employees; receive and verify tuberculosis test confirmations for
prospective and current District employees; send tuberculosis testing reminders as necessary; prepare

identification cards.

Responsible for the processing, maintenance and record-keeping of Personal Service Agreements
(non-employee contracts).
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Serve as liaison between the District and the Employment Development Department (EDD) in regard
to record-keeping, unemployment filings, employee reasons for separation, etc.

Responsible for composing and distributing Notification of Reasonable Assurance of Employment to
all appropriate staff and for monitoring and ensuring, by means of the employee signature,
acknowledgement of receipt of the reasonable assurance letter.

Input employee information into an assigned computer system; generate a variety of computerized
reports as requested.

Compose independently and from oral or written instructions, a variety of materials including inter-
office communications, applications, lists, requisitions, forms, letters, memoranda, contracts, special
projects, legal documents and other materials; duplicate materials as needed.

Assist in completing employment verifications for current, new and former employees.

Prepare and maintain a variety of records and reports related to employee attendance, substitute
personnel and assigned activities.

Operate a variety of office equipment including a calculator, copier, fax machine, computer and
assigned software.

Monitor inventory levels of office supplies and materials; order office supplies and materials as
appropriate.
Receive, sort, review and distribute incoming mail and process outgoing mail.

OTHER DUTIES:
Perform related duties as assigned.

DEMONSTRATED KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

General personnel office functions, practices and procedures.

Basic recruitment and staffing procedures.

Modern office practices, procedures and equipment.

Interpersonal skills using tact, patience and courtesy. Telephone techniques and etiquette.
Diversity, equity and inclusion practices in Human Resources
Record-keeping and report preparation techniques.

Operation of a computer and assigned software.

Oral and written communication skills.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Basic math.

ABILITY TO:

Perform a variety of responsible clerical duties related to certificated and classified staff.
Coordinate and locate available substitutes to assure proper coverage of school sites.
Accept and appreciate cultural and linguistic differences
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Participate in the screening, hiring and processing substitute personnel.
Establish and maintain substitute employee files.

Answer telephones and greet visitors courteously.

Work in a diverse working environment.

Interpret, apply and explain rules, regulations, policies and procedures.
Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.
Operate a variety of office equipment including a computer and assigned software.
Maintain records and prepare reports.

Type or input data at an acceptable rate of speed.

Add, subtract, multiply and divide quickly and accurately.

Complete work with many interruptions.

Understand and follow oral and written instructions.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school and two years of responsible and varied
clerical experience involving frequent public contact.
Bilingual Preferred

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Constant interruptions.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Hearing and speaking to exchange information in person and on the telephone.
Sitting for extended periods of time.

Seeing to read a variety of materials.

Bending at the waist, kneeling or crouching to file materials.

HAZARDS:
Typical workplace and school district hazards.
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