
SOUTHWESTERN COMMUNITY COLLEGE DISTRICT 

CLASS TITLE: HUMAN RESOURCES TECHNICIAN-ACADEMIC 

BASIC FUNCTION: 

Under the direction of the Director of Human Resources, perform complex and 
technical duties in support of the employment, verification of minimum qualifications and 
evaluation of academic employees of the District. 

REPRESENTATIVE DUTIES: 

Administer and monitor all phases of the District academic employment process, 
including mandated minimum qualifications and Education Code requirements. E 

Provide orientation for new academic employees; assure the completion of appropriate 
forms; assess transcripts and experience to establish minimum qualifications and 
establish salary placement. E 

Prepare, distribute and monitor academic contracts; assure proper salary placement, 
percentage of credit hours and appropriate credentiallminimum qualifications. E 

Provide specialized, technical and procedural information to academic staff, other 
employees, outside agencies and general public regarding District policy, minimum 
qualifications, salary placement, academic contract Education Code. E 

Coordinate the academic evaluation process and prepare and monitor related 
documents. E 

Maintain personnel records and related files and documents of academic staff and 
administrators in compliance with state employment regulations, immigration laws and 
District policy. E 

Prepare State Chancellor's office MISIStaff Data Report; set up, implement and train 
others in the computerized database system for the Department. E 

Prepare agenda materials and reports requiring Governing Board approval. E 

Prepare materials and coordinate meetings for Equivalency Committees. E 

Prepare academic unemployment insurance claims for administrative agency. E 

Review applications for new academic positions; assure proper college accreditation, 
degrees and employment background prior to submitting to interview committees. E 
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