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PERSONNEL ANALYST I

DESCRIPTION:  Under close to general supervision, learns and applies classification and compensation review, evaluation, and determination principles and practices used within the State Personnel Classified System, and performs analytical work involving the collection, evaluation, and development of data related to agency personnel activities and classification and compensation requests. This would include providing technical advice and assistance to state agency managers, employees, and others on current personnel administration procedures and policies; performs related work as required.

DISTINGUISHING CHARACTERISTICS:  This is the entry level of the personnel analysis class series within the DAS - State Personnel Division.  Employees are initially in a training status and are expected to acquire necessary competency and exhibit increasing levels of specialized knowledge, judgment, and assignment planning skills and then eventually perform assigned work at a level performed by higher level personnel analysts.  Positions are initially assigned well defined responsibility to conduct analyses and studies of varied personnel requests and activities involving classification, compensation, and other staffing services.

Work is performed under detailed instructions with the purpose and desired results of all assignments provided.  Proposed plans, schedules, and courses of action are mutually defined by the supervisor and the incumbent.  Eventually, individual determinations and recommendations are reviewed for compliance with technical requirements, specified needs of state agencies or individuals affected, and program objectives and broad goals relative to the mission of the DAS - State Personnel Division.  Positions report to a higher-level personnel administrator, or as needed, to a higher level personnel analyst.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Collects and analyzes job and compensation information via surveys, questionnaires, data base searches, job descriptions, task observations, and discussions with subject matter experts to compare work and responsibilities assigned, job competencies required, and problem solving/decision-making demands and to evaluate and classify jobs.

Interprets and applies classification concepts and guides to a position’s duties, responsibilities, authorities, and human interactions.  Determines the appropriate classification of positions in specific occupations.  Develops evaluations on whether positions are covered or not by union contracts and overtime regulations or should be non-classified or discretionary in status.

Recommends and justifies to the supervisor or agency representatives determinations that differ from  agency requests or alter the concept or structure of current classifications.  Represents the interests of the overall classification system and presents the perspectives of participating agencies and other interested parties during the job classification and evaluation process. 
Prepares responses, for technical review, and consults with supervisor and other personnel staff about appeals of classification decisions to provide information needed by appeal panels or about the soundness of the appellant’s rationales and possible reversals of original decisions.  Offers information to employees and agency representatives on classification review/appeal processes. 
PERSONNEL ANALYST I (continued)
Consults with supervisor and other personnel/employee relations staff about employment laws, personnel rules, union contracts, and executive directives and explains to agency managers and personnel representatives the intent, meaning, and accepted application of these regulations and what decisions are needed or options available.  Refers requests for interpretations of union contracts and related disciplinary/grievances actions to the DAS - Employee Relations Division. 

Reviews classification and compensation requests seeking exceptions and discusses their impact and priority status with supervisor and agency representatives to ensure internal equity and external competitiveness is maintained.  Proposes the need to study salary grade, classification level, or bargaining unit assignments of positions, classes, or other job groupings to ensure the  appropriate selection, retention, and compensation of employees. 

Responds to inquiries from other state central personnel agencies, Nebraska state and local governmental entities, and other organizations about salary matrices and wage administration practices, class specification and title listings, personnel rules and policies, and union contracts. 

Participates in team meetings and peer reviews to exchange information and perspectives, develop a better application of classification and compensation principles and decision making techniques, and improve the effectiveness of products and decisions made. 

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.) 

Knowledge of:  the functions and structures of state government and state agencies; the job characteristics and requirements of occupations used within state government; the mission, programmatic, and organizational patterns of state agencies; state labor/employee-management relations policies and practices; state payroll forms, databases, and procedures. 

Ability to:  identify staffing patterns of assigned agencies; write complete and accurate job descriptions based on assigned duties and responsibilities; advise senior managers and agency managers and supervisors on administrative options and constraints concerning personnel matters; coordinate the study of personnel requests and the reporting of findings to others; apply various regulatory and program related statements to personnel activities and requests; plan and organize project length assignments. 

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.) 

Knowledge of:  federal personnel/employment and discrimination laws and regulations; the principles and practices of personnel administration and employee-management relations; the fundamental mathematical and descriptive statistical formulae. 

Ability to:  interact with co-workers, employees, and representatives of agencies and employee groups on a one-to-one and group basis; communicate by speaking, writing, and listening, to present data and ideas; interpret and apply the intent of current employment/personnel laws, regulations, and policies; plan and organize daily assignments; identify and propose solutions to relieve actual and potential staffing problems; assist people in working out objectives, plans, and guidelines for the implementation of decisions.

PERSONNEL ANALYST I (continued)
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of education, training, and/or experience that will enable an applicant or employee to possess the required knowledge, abilities, and skills.  A general qualification guideline for positions in this class is a Bachelor’s degree with a major in personnel/human resource management, business/public administration, industrial/labor relations, applied/industrial psychology, or related field of study, and one year experience in the application and interpretation of recruitment, salary administration, labor relations, and/or other employment/personnel policies, standards and guidelines.

