HR ASSISTANT
GS-0203-07
POSITION DUTIES:
This position is located in the JFHQ-State Human Resources Office (HRO). The primary purpose of the position is to provide limited technical assistance to Human Resources Specialists servicing both Army (ARNG) and Air National Guard (ANG) organizations and the full-time workforce within the state. Uses automated system to effectively process personnel actions in accordance with the Guide to Processing Personnel Actions and local personnel systems checklists as required.
Coordinates human resources transactions on a daily basis with management officials, employees, the ARNG/ANG organization/unit and HRO.
Maintains system management documentation and correspondence, regulations, directives, and guidance. Ensures that records are properly filed for audit purposes. Maintains the User Manual library. Runs standardized queries and reports from various Human Resource Information Systems (HRISs) such as automated personnel systems, automated records management systems, case management systems, personnel records applications, HR In-Processing via virtual platforms, and virtual personnel services. Reviews report data to identify potential quality assurance problems forwarding the most complex to the higher graded specialist. Schedules and initiates data calls and queries ensuring required reports are completed as scheduled. Monitors system rejects such as pay adjustments, education, acquisition codes, or social security numbers, etc. Refers discrepancies to HR area responsible for correction or initiates personnel actions to accomplish corrections and cancellations. Analyzes queries, data reconciliation, and rejects from reports for quality assurance. Identifies invalid or missing data for trends and problem areas, recommending modifications to data or business processes. Establishes quality control reviews to determine a wide range of data items affecting legal authorities, pay, and benefits that have been incorrectly coded. Disseminates and clarifies correspondence which changes operational procedures such as releases, patches, e-mail, newsletters, etc. Reviews data flow action list for proper sequence control and establishes or revises sequence control as necessary to ensure successful processing of related messages.
Performs other duties as assigned.
