State of Connecticut

JOB POSTING

DEPARTMENT OF DEVELOPMENTAL SERVICES
CENTRAL OFFICE
JOB OPPORTUNITY
HUMAN RESOURCES ASSOCIATE

PLEASE FOLLOW THE SPECIFIC APPLICATION FILING INSTRUCTIONS AT THE BOTTOM OF THIS PAGE!

Open To: The Public

Location: 460 Capitol Avenue, Hartford

Position #: 100227

Hours: 40 hours/week — Monday-Friday 8:30am-5:00pm
Salary: $57,534. (MP-57)

Closing Date: January 3, 2011

Eligibility Requirement:

Candidates must have applied for and passed the Human Resources Associate exam and be on the current certification
list promulgated by the Department of Administrative Services for this classification. State employees currently holding
the above title or those who have previously attained permanent status may apply for lateral transfer. Applicants will
not have the opportunity to take the exam prior to the above closing date to qualify for this particular
vacancy.

Examples of Duties:

Utilizes CORE-CT to enter and extract data. Prepares and maintains human resource records; researches organization
and position functions; participates in recruitment, orientation and promotion process; interviews, evaluates, and
recommends applicants for employment; maintains records related to recruitment and selection; assists agency
supervisory staff by monitoring working test periods; counsels and advises employees on matters related to employment,
career development, transfer, separation, recruitment, employee benefits, and/or retirement benefits; researches and
composes requests for position action; calculates longevity and salary adjustments; coordinates performance evaluation
process; assists in training operations; may participate in collective bargaining, grievance procedures, and contract
administration; performs related duties as required.

Knowledge, Skills and Abilities:

Knowledge of the principles and practices of public human resources administration; basic knowledge of relevant state
and federal laws, statutes and regulations; basic knowledge of employee and labor relations principles and practices;
basic knowledge of equal opportunity principles and requirements; basic knowledge of payroll procedures and operations;
oral and written communication skills; interpersonal skills; ability to apply human resource principles and procedures in the
areas of recruitment, selection, classification, compensation, payroll and benefits administration; ability to analyze
problems quickly and determine effective solutions; ability to read and interpret laws, regulations, policies, procedures and
collective bargaining agreements; ability to serve as an effective business partner; some ability to design and deliver
formal and informal training.

General Experience:
Six (6) years professional experience in human resources management, payroll or equal employment assurance.

Special Requirements:

1. Incumbents in this class must successfully complete the State of Connecticut Certificate in Human Resources
Management Program within six (6) months of appointment.

2. Incumbents in this class may be required to travel.



Preferred Experience:
Experience in CORE-CT. Strong organizational, problem solving, and interpersonal communication skills. Advanced
computer skills in Microsoft Word and Microsoft Excel.

Note: The filling of this position will be in accordance with reemployment, SEBAC, transfer, promotion and merit
employment rules, if applicable.

Application Instructions: Interested and qualified candidates who meet the above requirements should submit a cover
letter and a fully completed Application for Employment (CT-HR-12) located at www.das.state.ct.us/exam including the
Position #. Current State employees must also provide a copy of his/her last two performance appraisals. All application
materials must be received by 11:59 p.m. on the closing date indicated above.

Send Applications To:

Department of Developmental Services — Central Office
460 Capitol Avenue
Hartford, CT 06106
Attn: Ms. Daimar Ramos
Email: Daimar.Ramos@ct.gov  Phone: 860-418-6121 Fax: 860-418-6004

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER
The State of Connecticut is an equal opportunity/affirmative action employer and strongly encourages the applications of
women, minorities, and persons with disabilities.



