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THE POSITION:

The County of Santa Cruz has an exciting opportunity for a Personnel Technician to join the Personnel
Department.

Are you searching for an exciting opportunity to join a team dedicated to making a difference in the
community by recruiting and retaining the County’s excellent workforce? The Personnel Department is
looking for a Personnel Technician to support recruitment and hiring activities for the Health Services

Agency. The ideal candidate will possess excellent customer service skills, will work well in a team, and
thrive in a fast-paced work environment.

The list established will be used to fill the current vacancy and it may also be used to fill other vacancies
during the life of the eligible list in the areas of recruitment, selection, position classification, salary
administration, employee relations, training, risk management and equal employment opportunity.

The option for remote work may be available for some positions based on the type of work and
operational needs.

SUMMARY OF QUALIFICATIONS

Any combination of training and experience which would provide the required knowledge and abilities is
qualifying. A typical way to obtain this knowledge and abilities would be:

One year of experience performing duties comparable to those of a Personnel Clerk in Santa Cruz
County;

OR
Two years of responsible journey level clerical experience which included the interpretation and
application of personnel rules or regulations;

OR

Two years of college coursework and some clerical experience which provides the knowledge and
abilities listed above.

SPECIAL REQUIREMENTS/CONDITIONS:

Possession of a valid California Class C Driver License, or the ability to provide
suitable transportation, which is approved by the appointing authority, is
required for some positions

OTHER SPECIAL REQUIREMENTS:

Some positions may require evening or weekend work attending meetings,
administering examinations, conducting training, or working during
emergencies such as earthquakes or floods.




Women, people of color and people with disabilities are encouraged to apply. If you have a
disability that requires test accommodation, please call (831) 454-2600.

To comply with the 1986 Immigration Reform and Control Act, Santa Cruz County verifies that all
new employees are either U.S. citizens or persons authorized to work in the U.S.

Some positions may require Fingerprinting and/or Background Investigation.

THE COMMUNITY:

Stunning Santa Cruz County has approximately 270,000 residents and is situated in the northern
area of Monterey Bay, 70 miles south of San Francisco and 35 miles southwest of the Silicon
Valley. The County’s natural beauty is apparent in its pristine beaches, lush redwood forests, and
rich farmland. The County enjoys an ideal Mediterranean climate with low humidity and
approximately 300 days of sunshine a year. The area’s unique shops and restaurants, coupled
with a multitude of cultural and recreational activities, including theatre, music, art as well as
golfing, surfing, hiking, and biking, offer a wealth of leisure activities. There are numerous local
higher education institutions including Cabrillo College and the University of California, Santa
Cruz, with two additional State Universities less than an hour away. These elements make Santa
Cruz County a great place to live, work, and play!

THE EXAMINATION:

Your application and supplemental questionnaire will be reviewed to determine if you have met
the education, experience, training and/or licensing requirements as stated on the job
announcement. If you meet these criteria and are one of the best qualified, you may be required
to compete in any combination of written, oral and/or performance examinations or a
competitive evaluation of training and experience as described on your application and
supplemental questionnaire. You must pass all components of the examination to be placed on
the eligible list. The examination may be eliminated if there are ten or fewer qualified applicants.
If the eligible list is established without the administration of the announced examination, the life
of the eligible list will be six months and your overall score will be based upon an evaluation of
your application and supplemental questionnaire. If during those six months it is necessary to
administer another examination for this job class, you will be invited to take the examination to
remain on the eligible list.

HOW TO APPLY:

Apply online at www.santacruzcountyjobs.com or mail/bring an application and supplemental
questionnaire to: Santa Cruz County Personnel Department, 701 Ocean Street, Room 510, Santa
Cruz, CA 95060. For information, please call Personnel Analyst Teresa Carrillo at (831) 454-3025.
Hearing Impaired TDD/TTY: 711. Applications will meet the final filing date if received: 1) in the
Personnel Department by 5:00 p.m. on the final filing date, 2) submitted online before midnight
of the final filing date.




SUPPLEMENTAL QUESTIONS:

The supplemental questions are designed specifically for this recruitment. Applications
received without the required supplemental information will be screened out of the selection
process. Employment experiences referred to in your response must also be included in the
Employment History section of the application.

Note: Please answer the questions below as completely and thoroughly as possible, as your
answers may be used to assess your qualifications for moving to the next step in the
recruitment process.

1. Describe your experience interpreting and/or explaining personnel rules, policies and
procedures.

itizing tracking and meeting

ibe your. experience titasking hods for pri

38, Describe yourexperience with selving complexiproblems independently. Include adescription’
[Farspecific problemwhichivouireselved successiullysinclude the steps you took to resolve the
ISSUe anawhalyouimighsdediiierentyanitnesutureiyouiwere iaced with similarcireumstances.

HLIGHTED BENEEIFOEEERINGS?

* MedicaliDentalrandVision ‘

Wlslelieell covaireiejs [s elvelilelolsh Erifalic)r) CALPERS Witn) s Colirisleleliclef of pricijariny eicfiieip) Of
| costfor irl2 deplalayss elriel d—g)#nden 5. Thia cosi of tfe clnielFololalists Wurelyeotntyspeic
for apnelayass cniel claganiclarnits. Trig Courity gays for ing cost of crraanlelaEIlV-iein) clejs) elpie]
irla arrlalayas rricly ourericisa cdaoanclarnt covareie),

‘fatiremen.f clriel Sacicll s2curity
geibiloniogagitlel 2% it cigjs 80 or 2% at cgja 62 s ocszel or orovf lons OffENEA
gblellie Epglaleisist Hangion Rajforrn Act of 2013 . oznilt caiarpriialcle ry iiglelf
ave uga f*Jrr SELEE jejilor) of irlfaa Yaclrs, Couriiy ,Jurrlr ioctas in Sociadl Sacurjty, :
¥
Life Insurance and Lo glejilifnn) Dselajlity Pleir) '
County paid $50,000 term life inSUrARCEMSBlCYMENPIBYEesamay purchasesadditional fife
insurance. The County pays for a' long=tenn djgg'r]]]i_'\/ plenthat pays 66 2/3 % of the first
$13,500, up to $9,000 per month maximumMSERENHLS J—

*3% COLA effective September 2024 O
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