Extension Employment Coordinator

Central Coordination and Screening of all CES CED and Agent recruitment activities.  

Monitoring and Processing of PeopleAdmin actions and requests.

Administration of Extension’s PeopleAdmin development and improvements.  Recruitment/Selection: PeopleAdmin/NCCE Website

Serves as NCCE Human Resources User in PeopleAdmin: 

· Approves and posts vacancies submitted by AAs and DEDs in PeopleAdmin and to the NCCE website.

· Reviews applications for minimum education, experience, and/or position posting requirements.

· Answer all applicant questions via phone, voicemail, or email.

· Processes applications and loads applicant information into Access database.

· Sends reference forms and requests for transcripts to qualified applicants. 

· Reviews all transcripts for minimum education requirement.  If applicant does not qualify, applicant and Hiring Official are notified of change in status.  PeopleAdmin is updated to show change in status.

· Keeps files of reference forms, transcripts, and additional information for all applicants for two years.

· Provides reference forms and transcripts for interim recruitment report review.

· Provides final reports for filling position, applicant status, and applicant contact information.

· Loads ERT (equivalency ratio table) into PeopleAdmin panel.

· Trains all users (Dept Rep, Hiring Official, Director, and AA Officer) in use of PeopleAdmin system and any updates or changes made to system.

· Works with PeopleAdmin Team to keep system working or updates to make system most advantageous for Extension.

Extension EPA/SPA appointment management.  

Appointment: HRIS

· Updates template letters quarterly for Extension EPA appointments or appointment changes.  Requires policy interpretation and review.  Email new templates to AAs after review at AA/Personnel Meeting.

· Reviews and approves all offer and appointment letters for EPA employees.  Draft letter is printed and given to Payroll Coordinator for action processing.

· Runs semi-annual query for ending appointments (April and October).  Emails query to AAs with special notation for any expired appointments.  

· Runs quarterly query for SPA probationary employees. Emails query to AAs with special notation for any expired probationary terms. 
· Process Dean’s official appointment letter.  

Extension EPA New Hire-to-Orientation Processing

Recruitment/Selection: PeopleAdmin/NCCE Website

· Prints application and attachments.  Attaches transcripts and draft offer letter and gives to Payroll Coordinator for new hire/rehire action processing.

New

· Receives new hire packet from Payroll Coordinator after action has been processed.

· Creates employee file.

· Adds Dean’s official appointment letter to all EPA actions.

· Reviews file for all necessary documentation.

· Combines NoPay file (if applicable).

· Places personnel file in cabinet.

Maintain programmatic civil rights information

Extension Civil Rights Reporting: ERS (Extension Reporting System)

· Review ERS reports, type summary, and email to DEDs.

County SPA position classification and salary plan review and management

Secretarial Classification: HRIS/OSP Reporting

· Review salary pay grade and/or position description on an as requested basis.

· Run query to compare with district and state secretaries in each comparable category.

· Complies information for review by Associate Director of Personnel and DED to make salary, pay grade, and or position title changes.

CALS Personnel Website, Extension Employment Web Page oversight

Other Duties

· Update NCCE employment web pages.  

· Update CALS Extension Employment web pages.  

Other Duties as necessary, assigned, or requested

Employment Verification

· Verify current and previous employment dates, titles, and position descriptions.  Leave is verified by the Leave Coordinator, and salary is verified by the Payroll Coordinator.

Other Duties

· Attend monthly AA/Personnel Meeting.

· Attend monthly Personnel Connections Meeting.  Advise AAs of any changes regarding employment issues that arise.  

Appointment: HRIS

· Runs quarterly query for completion of I-9 fields.  Emails query to AAs with request to complete personal data change action.

· Runs monthly query on all personnel actions (except for leave of absence and salary changes for Communication Services.  Email query and Word document of retirees’ service to Extension/CALS.

