
JOB DESCRIPTION  
January 2021 

Placer County Office of Education 
1400 W. Stanford Ranch Rd. 

Rocklin, CA 95765 
 

PERSONNEL ASSISTANT 
 

General Purpose: 
A Personnel Assistant is responsible to the County Superintendent and works under the direct 
supervision of the designated manager(s). The Personnel Assistant performs technical duties 
in the recruitment, hiring and processing of new and current personnel. Serves as a technical 
resource to employees, applicants, the general public, and district offices throughout Placer 
County regarding personnel functions, laws, codes, rules, regulations, requirements, policies 
and procedures. Performs technical and clerical work involved in all facets of the personnel 
functions. 
 
Essential Functions and Responsibilities include the following. Other duties may be 
assigned as required: 

• Performs technical duties in recruitment, screening, selection, classification and 
processing of personnel. 

• Prepares and maintains records, reports, and files related to recruitment, 
advertisements, and recruitment activities. 

• Serves as a technical resource to County Office employees, applicants, other school 
districts, and the general public, regarding personnel functions, activities and 
requirements; responds to inquiries and provides technical and detailed information 
concerning related laws, codes, rules, regulations, practices, policies and procedures 

• Updates and maintains related documents. 
• Creates, maintains and updates various files and databases. 
• Performs a variety of office assistance and administrative detail work. 
• Operates computers and office equipment. 
• Assists in the development and maintenance of job descriptions. 
• Assists in processing new personnel to include conducting new-hire orientations and 

provides information and documentation to new employees regarding vacation days, 
sick days, benefits, salary and County Office, state and federal rules and regulations. 

• Assists in processing Workers’ Compensation forms and documents, providing 
information concerning Workers’ Compensation standards, requirements and 
procedures to injured employees and preparing and generating claim documentation, 
and keeps current regarding related attendance information. 

• Assists in determining employee eligibility for various types of leave as mandated by 
local, state and federal law and tracks and administers employee leaves. 

• Researches a variety of personnel information and requirements as needed. 
• Assists with generating computerized lists and reports; ensures accuracy of input and 

output data; develops forms and documents to meet department needs. 
• Assists with processing and updating records and files. 
• Assists with tracking absences of current employees, and applies vacation and sick 

leave accruals as determined by contract; notifies payroll of salary changes. 
  

Minimum Qualifications: 
 

Employment Eligibility:  
• Successful candidate must provide proof of employment eligibility and verification 

of legal right to work in the United States in compliance with the Immigration 
Reform and Control Act. 
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