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PERSONNEL ANALYST II

DESCRIPTION:  Under limited supervision, performs analytical work involving the collection, evaluation, and development of data related to personnel administration activities and issues within the State Personnel Classified System. Makes varied classification and compensation determinations, cost projections; and provides technical advice, assistance, and training to state agency managers and employees, co-workers, and representatives of senior State officials and other groups.  Serves as a representative in relations with/between state agencies, state employees, and employee groups relative to existing/new personnel program functions and activities and leads other staff and/or oversees and coordinates personnel administration studies, projects, or functions; performs related work as required.

DISTINGUISHING CHARACTERISTICS:  This is the senior level of the personnel analysis class series, within DAS- State Personnel Division.  Positions in this class, on a regular on-going basis, have the responsibility for conducting individual analyses and broader studies of varied personnel requests, policies, and operations involving classification, compensation, and other staffing services.  Provides leadership services in coordinating and leading evaluation studies and/or investigative teams/committees and in implementation and administration of new interpretations and applications of policies, or development of new program service initiatives.

Work is performed with broad latitude and instructions with the purpose and desired results of new assignments provided. Proposed plans, schedules, and courses of action are left to the discretion of the employee.  Individual determinations and recommendations are reviewed only for compliance with program objectives and broad goals relative to the mission of the DAS - State Personnel Division and executive/legislative mandates.  Broader program plans, schedules, courses of actions, and recommendations are discussed during the course of assignments; and final outcomes are reviewed for compliance with established mandates and administrative feasibility.  Positions report to a higher-level personnel administrator or division director of the DAS - State Personnel Division.

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 to compare, evaluate, and classify jobs and provide information for hearings or studies. Identifies benchmark or comparable jobs, compensation trends, and prevailing pay rates used to develop pay lines and salary plan matrices.

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

Recommends and justifies to the supervisor and agency representatives determinations/proposals that differ from agency requests or that alter the structure of current classifications or create new ones.  Represents the interests of the overall classification system and presents the perspectives of participating agencies and other parties during the job classification and evaluation process.

PERSONNEL ANALYST II (continued)
Coordinates and serves on intra-agency meetings and inter-agency committees and leads job evaluation studies involving subject matter experts to determine the type, scope, and goals of job/occupational studies, discuss the relevancy of job information compiled and analyzed, apply established point factor matrix systems, and develop new classification structures.

Consults with supervisor and others about appeals of classification decisions and prepares responses for technical review to identify information needed by appeal panels or the soundness of the appellant’s rationales and possible reversals of original decisions.  Informs employees and agency representatives about current classification review and appeal processes.

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 of the intent, meaning, and accepted application of regulations and what decisions are needed or options are available.  Refers requests for interpretations of union contracts and related disciplinary/grievances actions to the DAS -  Employee Relations Division.

Advises agency representatives on changes to statewide classification/compensation systems, plans, and policies and their impact on agency personnel management practices and processes.   Topics include agency employee performance evaluation and lay-off plans, wage administration and incentive programs, and impact of proposed agency reorganizations.

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

Testifies at classification appeal sessions, grievance hearings, legislative committee hearings, and court proceedings to explain classification and compensation practices, analyses, and decisions, and approach and policy for applying specific employment laws.

Sends and responds to inquiries from other states, Nebraska state and local governmental entities, and other public or private organizations about salary plan matrices and wage administration practices, class specification and title listings, personnel rules and policies, and union contracts.

Evaluates recommended personnel administration rules, programs, and policies to assess the effectiveness of the proposals and ensure their consistency with employment laws, personnel rules, union contracts, and executive or legislative mandates.

Prepares and processes documents (e.g., correspondence, agency rationales, interpretations of statistics, ratings and findings of studies, job descriptions and classification guides) to provide or retain data used, analyses/conclusions made, and decisions or agreements reached.

Reviews central personnel division processes and identifies deficiencies and impediments to effective management of staff.  Advocates the formulation or modification of system-wide administrative procedures or program services to promote effective management of human and other resources within the State Personnel Classified Service and effective work relationships between the central personnel division and state agencies.

PERSONNEL ANALYST II (continued)

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

Knowledge of:  legal developments and current/best practices in various personnel functions; agency human resource management policies and practices; executive and legislative mandates and decisions which impact state personnel administration activities.

Ability to:  interpret and apply state and divisional personnel administration policies in sensitive or new situations; plan, schedule, coordinate, and direct the work of others; exercise judgment and discretion in the development and promotion of personnel goals, plans, and solutions in relation to the needs, interests, and priorities of state government and specific organizations. 

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

Knowledge of:  the principles, terminology, and practices of public personnel administration and public labor/employee-management relations; the job characteristics and requirements of occupations used within state government; state personnel/employment laws, rules, and labor contracts; the mission, programmatic, and organizational patterns of state agencies; state labor/employee-management relations policies and practices; state payroll forms, databases, and procedures; personnel/employment and discrimination laws and regulations; 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; plan and organize daily and project length assignments; apply various regulatory and program related statements to personnel issues, activities, and requests; identify staffing patterns and needs of assigned agencies; write complete and accurate descriptions outlining duties, competences, and responsibilities of existing and new jobs; advise state and agency officials, managers, and employee representatives on options and constraints concerning personnel matters; propose solutions that relieve identified staffing problems; coordinate the evaluation of personnel/employment activities and reporting of findings to senior management officials; interpret and apply numerical results of studies and surveys. 

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, public/business administration, industrial/labor relations, applied/industrial psychology, or a related field of study, and two years of public personnel experience in analyzing facts and making decisions affecting the classification and compensation of positions, jobs, or occupations or affecting employer-employee management relations.

