
Wake County, NC Classification 0235  
 Human Resources Technician
 
Classification Title: Human Resources Technician 
FLSA Status: Non-Exempt 
 
BRIEF DESCRIPTION:   Supports basic human resources functions for a department.  
Completes personnel actions, processes payroll, distributes benefits forms and information, 
tracks applicant and employee data and ensures employee actions are processed in a timely 
manner. 
 
 
ESSENTIAL FUNCTIONS: 
This information is intended to be descriptive of the key responsibilities of the position. The following examples do 
not identify all duties performed by any single incumbent. 
 
S Sedentary L Light M Medium  H Heavy  V Very Heavy 
Exerting up to 10 lbs. 
occasionally or negligible 
weights frequently; sitting 
most of the time. 

Exerting up to 20 lbs. 
occasionally, 10 lbs. 
frequently, or negligible 
amounts constantly OR 
requires walking or 
standing to a significant 
degree. 

Exerting 20-50 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10 
lbs. constantly. 

Exerting 50-100 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10-
20 lbs. constantly. 

Exerting over 100 lbs. 
occasionally, 50-100 lbs. 
frequently, or up to 20-50 
lbs. constantly. 

 
  #  Code  Essential Functions  
1 S Maintains applicant database and recruitment files, which includes data entry, 

preparing recruitments for screening and referral and compiling statistics. 
2 S Completes or reviews forms for employee actions such as new hires, pay changes 

and separations.  Conducts pre-employment background checks on items specific 
to jobs such as references, criminal backgrounds and driving records. 

3 S Prepares new employees for orientation by distributing forms and information 
and reviewing forms for completeness. 

4 S Processes payroll information on a regular basis including new hires, transfers, 
promotions and pay changes. Ensures that required forms are forwarded to the 
appropriate area for further processing. 

5 S Tracks and maintains employee data to include credentials, verifications, 
evaluations and position changes.  Maintains organizational charts. 

 
CLASSIFICATION REQUIREMENTS: 
 

CLASSIFICATION REQUIREMENTS 
Education High school diploma. 
Experience One year of experience in human resources. 
Equivalent Education & 
Experience Accepted? 

Yes 

Certification and Other 
Requirements 

None 

Reading Intermediate 
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CLASSIFICATION REQUIREMENTS 
Math Intermediate 
Writing Intermediate 
Managerial Receives General Direction. 
Budget Responsibility Has no budget responsibility. 
Supervisory / 
Organizational Control 

Work requires the occasional direction of helpers, assistants, seasonal 
employees, interns, volunteers or temporary employees. 

Interpersonal / Human 
Relations Skills 

Work requires regular contact with individuals and may require 
providing advice to others on specific issues and/or general policies.  
Contacts may require the consideration of different points of view to 
reach agreement.  Elements of persuasion may be necessary to gain 
cooperation and acceptance of ideas. 

 
OVERALL PHYSICAL STRENGTH DEMANDS: 
 
Sedentary X Light  Medium  Heavy   Very Heavy  
Exerting up to 10 lbs. 
occasionally or negligible 
weights frequently; sitting 
most of the time. 

Exerting up to 20 lbs. 
occasionally, 10 lbs. 
frequently, or negligible 
amounts constantly OR 
requires walking or 
standing to a significant 
degree. 

Exerting 20-50 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10 
lbs. constantly. 

Exerting 50-100 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10-
20 lbs. constantly. 

Exerting over 100 lbs. 
occasionally, 50-100 lbs. 
frequently, or up to 20-50 
lbs. constantly. 

 
 
MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS: 
Computers, printers and related software 
 
 

PRIMARY WORK LOCATION 
X Office Environment  Shop 

 Clinic  Vehicle 
 Recreation Centers/Neighborhood Centers  Warehouse 
  Outdoors (see 1 below)  Other (see 2 below) 

(1) N/A 
(2) N/A 
 
PROTECTIVE EQUIPMENT REQUIRED:  
None. 
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