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PERSONNEL TECHNICIAN II 
 
DISTINGUISHING FEATURES OF THE CLASS:  The incumbent in this class is 
responsible for performing a variety of technical and administrative personnel duties. 
Responsibilities include, but are not limited to, preparation and maintenance of personnel 
records, processing various personnel transactions, and in providing human resource 
support and guidance to employees and/or the public.  The work entails a high degree of 
independence and judgement in providing human resource and personnel services.  The 
work is performed under the general supervision of the administrator, in accordance with 
policies and guidelines established by Oneida County Civil Service, department head, 
personnel officer or administrative unit.  Supervision is a function of this class.  The 
incumbent performs related work as required.  
 
TYPICAL WORK ACTIVITIES:  (Illustrative Only) 
Maintains and administers personnel transactions in conformance with NYS Civil Service 

Law, Oneida County Civil Service Rules, and agency's policies and procedures; 
Processes civil service eligible lists, canvassing, and certifications and reviews for 

conformance with laws, rules, and regulations; 
Responds to public inquiries by providing information and answering personnel questions; 
Prepares a variety of reports and recommendations; 
Researches Civil Service Law and Rules and provides summaries and interpretations; 
Provides technical assistance to managers and supervisors in personnel administration, 

procedures, and practices; 
Attends conferences, seminars and meetings;  
Assists in planning new methods and procedures for more efficient operation of human 

resource functions; 
May administer tests and review test scores for State and locally administered 

examinations and performance tests; 
May assist in analyzing, developing and revising job specifications from data obtained by 

questionnaire, interview and/or audit; 
May complete introduction/orientation/processing of employees to benefits and policies; 
May interpret union contract provisions related to personnel matters; 
May conduct studies on a variety of personnel issues and concerns and submit 

recommendations to supervisor; 
May assist the supervisor in highly confidential matters, ranging from legal compliance to 

disciplinary actions;   
May perform the tasks and duties related to the employee payroll system, ranging from, 

but not limited to, the interpretation of contractual obligations for compensation, 
payroll input and the generation of pay-related reports; 

May handle and maintain New York State Retirement System enrollments and 
contributions, as well as generate required reports. 
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS: Good knowledge of modern principles and practices of public 
personnel administration including position classification, job analysis, public relations, 
performance rating and examination administration; good knowledge of records 
maintenance and personnel transactions; good knowledge of the agency and the 
organization and functions of the local civil service agency; ability to plan and supervise 
the work of others; ability to conduct research and to prepare detailed reports;  ability to 
use computer software; ability to establish and maintain good working relationships with 
employees and the general public; ability to analyze and resolve problems; good 
judgment; initiative and resourcefulness; courtesy; tact. 
 
MINIMUM QUALIFICATIONS:  Either: 
 
(A) Possession of Master's degree in Business Administration, Public Administration, 

Human Resources, Labor Relations or a closely related field. 
 

(B) Possession of Bachelor's degree AND one (1) year of experience* in human 
resources or civil service administration; OR 

 
(C) Possession of Associate's degree AND three (3) years of experience* in human 

resources or civil service administration; OR 
 
(D) Graduation from high school or a high school equivalency diploma AND five (5) 

years of experience* in human resources or civil service administration. 
 
*Clerical experience in support of the above personnel functions will not be acceptable 
for qualification. 
 
NOTE: Degree(s) must have been awarded by a college or university accredited by a 
regional, national, or specialized agency recognized as an accrediting agency by the U.S. 
Department of Education/U.S. Secretary of Education. If the degree was awarded by an 
educational institution outside the United States and its territories, the candidate must 
provide independent verification of equivalency. A list of acceptable companies who 
provide this service can be found on the Internet at 
http://www.cs.ny.gov/jobseeker/degrees.cfm. Candidates will be required to pay the 
evaluation fee. 
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