CIVIL SERVICE COMMISSION
WATERBURY, CONNECTICUT

OPEN COMPETITIVE EXAM #2201

OPEN COMPETITIVE EXAMINATION FOR: HR GENERALIST

SALARY: $60,000 ~$71,973.21 PER YEAR

FRINGE BENEFITS: Choose from available health insurance plans (employee contributions vary) Prescription Drug Rider,
Dental Plan, Group Life Insurance for Individual; Retirement Plan; paid Holidays; paid Vacation Days; paid Sick Days; paid Personal
Days.

LAST DAY FOR FILING APPLICATIONS

Applications, which may be obtained by visiting our website at www.waterburyct.org or at the Civil Service Office, Chase Municipal
Building, 236 Grand St., Waterbury, CT 06702 & must be on file by 4:50 p.m. on:

JANUARY 18, 2019

IMPORTANT:

1. Veterans — Veteran’s points will be awarded in accordance with the Connecticut State Statute. Five (5) for non-disabled
veterans, ten (10) for disabled veterans. Proper documentation must be submitted to the Personnel Director before the date of
the examination.

2. Residents — Five (5) Residency points shall be added in accordance with the amendment to the Civil Service Ordinances
dated March 18, 2011. Proper documentation and proof of residence must be submitted no later than the closing date for
applications.

EXAMPLES OF WORK: (lllustrative only)

Performs complex and sensitive professional-level work in the following areas; recruitment, selection, classification,
compensation, grievance handling, staff training and development, personnel policy development, disciplinary
procedures, and coaching and counseling management staff; Develops schedules, administers and scores written,
oral, performance, unassembled and other examination methods for positions in the Classified Service, in accordance
with professionally accepted guidelines; Assists in contract negotiations; Advises assigned departments on a broad
range of human resource issues, such as existing and developing classifications, employee relations, staff training and
management techniques; Reviews written material and performs audits of positions to determine the proper
classification and compensation; Develops and revises job descriptions for positions in the Classified Service;
Develops competitive employment examination announcements; Performs recruitment activities to announce and
publicize examinations via print, Internet and/or other media; Reviews exam applications for minimum qualifications
requirements. Analyzes and responds to disqualification appeals; defends position to Personnel Commission as
required; Performs statistical analyses of examinations results to determine question efficacy and passing standards;
Promulgates eligible and certified lists in accordance with Classified Services Rules. Advises and counsels eligible
candidates and department representatives regarding interview and selection rules procedures; Supervise HR
Assistants; Compiles and prepares position action requests for presentation to the Personnel Commission; Conducts
departmental investigations into general personnel problems; Assists the Law Department in the preparation of CHRO
complaint responses; Drafts or suggests revisions of departmental policies and procedures; Performs special projects
as assigned by the Director of Human Resource or his designee; Reviews applications for timelines, completeness,
veteran’s points eligibility, request for special accommodation, criminal conviction record and minimum qualification
requirements; Processes applications through initial review, disqualification or admission to examination, test
administration, scoring and certification; Prepares materials for exam administration, including written, computerized,
training and experience, and other types of exams; Conduct reference and background checks; Proctors group,
individual and automated test sessions; Scores answer sheets using manual key, as required; Conducts employee
orientation program; Contacts staff in other government HR offices for reference material on compensation and
classification matters; Serves as liaison with print advertising agencies, Internet sites, schools, colleges, professional
organizations and other sources to publicize examinations; Performs related work as required.
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REQUIRED KNOWLEDGES, SKILLS AND ABILITIES:

Good knowledge of modern human resources policies and procedures; Working knowledge of legal issues pertaining
to employment, including but not limited to, equal employment and affirmative action concepts and terminology,
ADA, FMLA, minimum wage, sexual harassment laws; Working knowledge of, and ability to utilize and interpret
statistics. Working knowledge of interviewing practices and procedures; Ability to prepare a variety of written
reports and to comprehend complex oral and written material; Ability to communicate effectively, both orally and in
writing. Ability to deal effectively with others; Ability to utilize various office automation software, including word-
processing, spread sheets, data base management programs and presentation graphics.

IN ORDER TO BE CONSIDERED FOR THIS POSITION YOU MUST INDICATE ON YOUR
APPLICATION THAT AS OF THE CLOSING DATE YOU HAVE THE FOLLOWING

EXPERIENCE: Graduation from an accredited college or university with a Bachelor’s Degree Or Graduation from an
accredited college with an Associates’ Degree and achievement of a current and valid Professional in Human Resources
Certification (P.H.R.) or higher certification through the Society of Human Resources Management Organization;

Regardless of which you have above you must also have: Four (4) years of professional human resources experience,
at least one (1) of which shall have involved two or more of the following fields: classification, examination
development, wage and salary administration, training, or recruitment.

NOTE: A Master’s Degree in Human Resources, Public or Business Administration or a related field may substitute
for one (1) year of the general experience described above.

COPIES OF DEGREE/TRANSCRIPTS/CERTIFICATION MUST BE
SUBMITTED AT TIME OF APPLICATION

This position is covered under the written agreement between the City of Waterbury and the Waterbury Municipal Administrator Association Union. The Parts and
Weights for this examination will be determined prior to conducting the exam. Individuals appointed shall be required to serve a working test period which will be, in
effect, the final phase of the examination. Appeal Process- An applicant may appeal notice of not meeting the minimum qualifications (Civil Service Rules and
Regulations, Section 3741, Subsection B, Article 9) to the Civil Service Commission within seven (7) days of the date on such notice. Please notify the Civil Service
Office of a change in address. Notification will be mailed to the address written on your application.

THE CITY OF WATERBURY IS AN EQUAL OPPORTUNITY EMPLOYER

E.O.E. M/F/H/IV
EEOP Utilization Report available upon request
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