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CITY OF NEW HAVEN 
DEPARTMENT OF HUMAN RESOURCES 

200 ORANGE STREET, NEW HAVEN, CT 06510 
www.newhavenct.gov 

 

POSTED: MARCH 21, 2022 
REMOVAL DATE: APRIL 1, 2022 

  
 

POSITION: HUMAN RESOURCES GENERALIST (M-5811) (TESTED) 
DEPARTMENT: BOARD OF EDUCATION 
SALARY: (Within RANGE 6): $44,818 ANNUALIZED 
HOURS: 35 HOURS PER WEEK 
FUNDING: GENERAL FUNDS 

 

Previous candidates need not re-apply 
 

This position is responsible for providing support and/or the delivery of human resource services for the Board of 
Education. Incumbent will be specifically responsible for making available information to employees who are in 
need of Family Medical Leave Act assistance, as well as management of the New Haven Public School’s 
substitute hire process. Incumbent will also address a variety of issues and/or provide general support, maintain 
records, files and databases of personnel actions, and assist in ensuring that personnel functions conform to all 
applicable regulatory requirements. 
MINIMUM REQUIREMENTS include:  
Graduation from a four-year college or university with major course work in a closely related field; and/or three to 
five years’ experience in increasingly responsible personnel work. Competency in: Planning and managing 
projects; preparing and maintaining accurate records and reports; Operating standard office equipment; Planning 
and managing projects; Utilizing pertinent software applications; (AESOP) Automated Substitute Placement and 
Absence Management System; Relevant codes, FMLA regulations & laws. Knowledge of Federal and State laws 
relevant to public personnel administration. Knowledge of employment practices related to equal employment 
opportunity or affirmative action plans or programs. Considerable skill in oral and written communication. 
Considerable interpersonal and interviewing skills. Ability to research industry trends, benchmarks and best 
practices. Ability to follow collective bargaining unit contracts. 
 
TO APPLY 
In order to be considered for this title, you must apply during the posting period via the online application portal.  
1) Go to https://newhavenct.munisselfservice.com/  
2) Click on the “Employment Opportunities” link in the right margin (or found under “Expand Menu” if on a handheld 
device) and follow all instructions provided on that page. You will need a valid, working email address to apply.  
Those persons meeting minimum requirements will be invited to participate in a Civil Service exam at a later date. 
 

Employment is contingent upon the successful completion of: (1) the Board of Education pre-employment process, (2) 
registration in the New Haven COVID Vaccination/Testing portal and providing proof of full vaccination as per the 
Mandatory COVID Vaccination/Testing Policy (available to review at www.newhavenct.gov/gov/depts/hr/default.htm ), 
and (3) a 90-day probationary period. Instructions and information on this pre-employment process are included in 
Conditional Offer of Employment. 
 
This position is included in a collective bargaining agreement with Local 3144, American Federation of State, County 
and Municipal Employees. 
 

Applications for this position only accepted online at https://newhavenct.munisselfservice.com/ .  
If you experience technical difficulties in the online application process, please contact our office at 203-946-8252 or 
email NHJobs@newhavenct.gov.  
 

Please note that the only method of communication with applicants for this position will be by email. You must provide a valid, 
working email address and you will need to monitor your email, including spam/junk folders, for correspondence from the New 

Haven Human Resources Department. 
 

AN EQUAL OPPORTUNITY EMPLOYER M/F/D 
Immigration Reform and Control Act of 1986 require the hiring of only American Citizens and aliens who are authorized to work 

in the United States. 
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HUMAN RESOURCES GENERALIST - BOE 
 

NATURE OF WORK:  

 This position is responsible for providing support and/or the delivery of human resource services. 

Incumbent will be specifically responsible for making available information to employees who are in need of 

Family Medical Leave Act assistance, as well as management of the New Haven Public School’s substitute 

hire process. Incumbent will also address a variety of issues and/or provide general support, maintain records, 

files and databases of personnel actions, and assist in ensuring that personnel functions conform to all 

applicable regulatory requirements. 

 Work is performed under the general supervision of the Director of Human Resources and Labor 

Relations and is often performed independently requiring effective judgment and reference to policy or 

precedent. Work is reviewed through conferences, oral and written reports and evaluation of results. 

 

ILLUSTRATIVE EXAMPLES OF WORK: 

 Serves as the primary point of contact for FMLA and Substitute hiring; administers a wide variety of 

personnel policies and programs regarding the Family Medical Leave Act for the Board of Education district 

employees. 

 Communicates with other employees, departments, administrators, applicants and the public for the 

purpose of providing information and assistance concerning FMLA and substitute hiring procedures, 

personnel records and related legal requirements. 

 Serves as the point of contact and Coordinates substitute employee hiring process, including 

recruitment, preparing announcements of vacancies, processing applications, analyzing transcripts and 

references, inputting of data, retention of substitutes, separations, verification of employment, orientation, and 

maintenance of the substitute calling system for the purpose of meeting district staffing requirements while 

complying with established guidelines, district policies, procedures and relevant laws. 

 Conducts substitute employee training for the purpose of ensuring employees are knowledgeable of 

current practices and administrative processes as well as completion of forms. 

 Interprets transcripts, references, employment records, education codes and employment regulations for 

the purpose of ensuring compliance with regulatory requirements. 

 Performs record keeping and clerical functions as well as responding to written and verbal inquires, for 

the purpose of supporting the needs of the department and other related duties and responsibilities. 

 

REQUIREMENTS OF WORK:  

Graduation from a four year college or university with major course work in a closely related field; and/or 

three to five years experience in increasingly responsible personnel work.  

 Specific skill-based competencies required to satisfactorily perform the functions of the job include: 

  Planning and managing projects; preparing and maintaining accurate records and reports;  

  Operating standard office equipment;  

  Planning and managing projects;  

  Utilizing pertinent software applications;  

  (AESOP) Automated Substitute Placement and Absence Management System.  

 Competencies required to satisfactorily perform the functions of the job include:  

  Personnel practices applied within a school district environment;  

  Codes, FMLA regulations & laws related to the job functions,  

  Office equipment/software. 

Additional knowledge, skills, and abilities include: 

Knowledge of Federal and State laws relevant to public personnel administration. 

Knowledge of employment practices related to equal employment opportunity or affirmative action 

plans or programs. 
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Knowledge of and ability to apply the principles, concepts and professional standards and practices of 

modern public personnel administration. 

Considerable skill in oral and written communication. 

Considerable interpersonal and interviewing skills. 

Skill in the use of Microsoft Office Suite products. 

Ability to work with a diversity of individuals and/or groups; work with a variety of data; and utilize 

job-related equipment.  

Ability to problem solve to analyze issues and create action plans. Problem solving with data requires 

independent interpretation of guidelines; and problem solving with equipment is limited to 

moderate.  

Ability to communication with persons of diverse backgrounds/ knowledge/ skills; maintain 

confidentiality; deal with frequent interruptions; apply decision making; be detail oriented; as 

well as be innovative, multitask, organize, prioritize; be reliable, take initiative and work as part 

of a team. 

Ability to learn the use of computer application programs used in the department with ease and in a 

minimal amount of time. 

Ability to research industry trends, benchmarks and best practices. 

Ability to follow collective bargaining unit contracts. 

Ability to establish and maintain effective working relationships with elective officials, department 

heads, employees and their representatives, professional groups, and the general public. 


	HUMAN RESOURCES GENERALIST (03-14-22 thru 04-01-22).pdf
	CITY OF NEW HAVEN
	DEPARTMENT OF HUMAN RESOURCES

	200 ORANGE STREET, NEW HAVEN, CT 06510
	www.newhavenct.gov
	POSTED: MARCH 21, 2022
	REMOVAL DATE: APRIL 1, 2022
	HOURS: 35 HOURS PER WEEK

	MINIMUM REQUIREMENTS include:
	In order to be considered for this title, you must apply during the posting period via the online application portal.

	AN EQUAL OPPORTUNITY EMPLOYER M/F/D

	HUMAN RESOURCES GENERALIST (01-31-22 thru 03-04-22) extended + JOB DESCRIPTION.pdf
	HUMAN RESOURCES GENERALIST (01-31-22 thru 03-04-22) extended.pdf
	HUMAN RESOURCES GENERALIST (01-31-22 thru 02-18-22) + JOB DESCRIPTION.pdf
	HUMAN RESOURCES GENERALIST.pdf





