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POSITION: Personnel Clerk  PAY GRADE: 4 
DEPARTMENT:  Wood Haven Health Care  STATUS:  Classified,  
           FLSA Non-Exempt 

 
PURPOSE OF POSITION 
 
The purpose of this position to assist to assist with recruitment, onboarding, training, retention of staff,  
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position.  These are not 
to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.  Refer to the 
Comprehensive Position Questionnaire (CPQ) for this position for percentages of time. 
 
Assists with recruitment and selection process; prepares job postings and places ads; keeps job posting current on Internet; 
schedules interviews; performs reference checks; prepares letters of notification to applicants; maintains application files; 
attends job fairs; fields, forwards or tends to applicant phone calls; makes phone calls as requested or needed; completes 
and maintains reports and logs to conform with EEO regulations. 

Conducts new employee orientations and exit interviews; follows-up with staff to ensure all forms are returned; 
maintains records of training; generates employee badges as needed. 

Recommends and assists with strategies to support employee retention; monitors and tracks turnover of staff. 

Assists the Human Resources Coordinator or independently gathers, researches, interprets, analyzes, prepares, and 
updates reports for various decision-making purposes including personnel policies, manuals, reports, correspondence, 
forms, and resolutions provides technical assistance and interpretation of same to departments and employees. 
 
Relieves Human Resources Coordinator and other supervisors of clerical work; manages paper and electronic files 
including personnel files and records for time and attendance; compose and route routine correspondence and personnel 
actions; schedules disciplinary proceedings as needed; participates in records maintenance and retention. 
 
ADDITIONAL FUNCTIONS 

Serves as backup to the front desk receptionist as needed. 

Provides information on insurance benefits and answers questions regarding coverage. 
 
MINIMUM QUALIFICATIONS 
 
High school diploma or GED with four to nine months of vocational/technical training in Human Resources or a related 
field supplemented by one year of experience in the field or any equivalent combination of education, and experience 
that provides the requisite knowledge, skills, and abilities for this job. Requires a valid Ohio driver’s license. 
 
PERFORMANCE APTITUDES 
 
Data Utilization: Requires the ability to perform basic level data analysis including the ability to review, classify, 
categorize, prioritize, and/or reference data, statutes, and/or guidelines  
 
Human Interaction: Requires the ability to persuade, convince, influence, train, and monitor in favor of a desired 
outcome.  Requires the ability to act as a lead person. 
 
Verbal Aptitude: Requires the ability to utilize a variety of advisory data and information such as financial statements, 
technical operating manuals, statutes, procedures, guidelines, and non-routine correspondence. 
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Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication, and division; calculate 
percentages and decimals; may require the ability to perform mathematical operations with fractions; compute 
discount, interest, ratios, and proportion.  
 
Functional Reasoning: Requires the ability to apply principles of rational systems. Ability to interpret instructions 
furnished in written, oral, diagrammatic, or schedule form. Ability to exercise independent judgment to adopt or modify 
methods and standards to meet variations in assigned objective. 
 
Situational Reasoning: Requires the ability to exercise the judgment, decisiveness, and creativity required in situations 
involving the evaluation of information against measurable or verifiable criteria. 
 
Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate, calibrate, tune, 
synchronize, and perform complex rapid adjustment on equipment, machinery, and tools such as a computer, other 
office machines, and/or related materials used in performing essential functions. 
 
Physical Ability: Tasks involve the ability to exert light physical effort in sedentary to light work, but which may 
involve some lifting, carrying, pushing, and pulling of moderately light objects and materials. Tasks may involve 
extended periods of time at a keyboard or workstation. 
 
Sensory Requirements: Requires the ability to recognize and identify individual characteristics of colors, shapes, and 
sound associated with job-related objects, materials, and tasks. 
 
Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental 
conditions. 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County 
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer. 
 


