
 
 

Human Resources Representative  

Job Code 00007308 

General Description 

Responsible for providing a variety of Human Resources services according to assigned area. 

 

Examples of Duties 

Process job posting and final recruitment approval and coordinate payment to advertising and 

criminal background vendors. 

Responsible for daily administration of electronic application system (EASY). 

Assist department heads and hiring managers in processing EASY requisitions. 

Provide training to hiring managers and other staff in the processing of EASY requisitions. 

Assist departments in posting job vacancies. 

Conduct criminal background checks on selected applicants. 

Assist in tracking analytics related to job postings. 

Serve on and provide support to various university and external permanent and ad hoc 

committees, task forces, and teams. 

Complete special projects and tasks as assigned by the appropriate manager, director and 

associate director. 

Maintain time entry programs and leave policies. 

Administer retirement programs including counseling, processing new enrollments, changes, and 

troubleshooting problems. 

Reconcile insurance premiums and TexFlex deductions. 

Administer the ORP/TDA program and 457 Plan. 

Assist employees and company reps with policies and procedures. 

Research and verify prior state service records and prepare list of retirees for special projects. 

Counsel retiring employees and assist with retirement paperwork. 

Enter payroll deductions for charitable contributions. 

Prepare a list of employees on LWOP and review reports for changes in benefits and status. 

Provide information and assist faculty and staff with benefits-related issues. 

Process summer insurance premiums. 

Conduct New Employee Welcome and provide training to faculty and staff. 

Coordinate annual Financial Planning and Retirement Fair. 

Provide guidance to employees, supervisors, department heads and department time 

administrators on leave policy and time entry. 

Process quota payouts for vacation, FLSA overtime, and sick leave. 

Process requests for sick leave pool, extended sick leave, emergency leave and FMLA. 

Provide administrative and technical support for professional development workshops and 

activities.  

Coordinate, host, troubleshoot and conduct follow-up for workshops and activities. 

Customize and maintain workshop registration system. 

Plan and coordinate annual events. 
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Update website for professional development workshops and activities. 

May serve on university committees. 

Create special reports as needed. 

Perform other duties as assigned. 

 

Knowledge, Skills, and Abilities 

Knowledge of: relevant UPPSs, IRS rules, optional retirement program regulations, 457 Plan, 

state and federal laws, leave issues, employment law, COBRA, insurance and benefits related 

issues, the university’s hiring process, PeopleAdmin requisition system. 

 

Skill in: interacting courteously with employees and applicants, interpreting requests for 

information, providing training to others, establishing rapport and working as a team member, 

prioritizing work load, conducting criminal background checks, processing requisitions and 

employment information, communicating with others, posting job vacancies, assisting clients, 

using Microsoft applications. 

 

Ability to: update and maintain databases, maintain confidentiality, convey information 

regarding university policies and procedures, perform intermediate math, read and interpret 

policies, procedures and requests, multitask, post vacancies, conduct criminal background 

checks, process requisitions and coordinate activities 

 

Experience and Education 

To qualify for this classification, an individual must possess any combination of experience and 

education that would likely produce the required knowledge, skills, and abilities. 

 

Other Requirements 

None 

 

 

 

 

 

 

 

 

 

 

 

 

 


