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DALLAS COUNTY JOB DESCRIPTION   
 

  
Job Title: Human Resources Analyst IV Job Code: 7012000 Job Grade: H 
      
Reports To: Division Manager Pos.  No: Various FLSA Code: E 
      
Department: Human Resources/Civil Service Loc. Code: 3411012 SIC Code: 

WC Code: 
9131 
8810 

      
Division:  CS Code: C EEO Code: B01 
 
Summary of Functions:  Acts as the specialist in performing complex professional level human resource 
functions for two or more core areas/programs (ex: workers compensation/safety) in the central HR department.  
Work involves identifying, developing, implementing, administering, maintaining, and interpreting programs, 
policies, procedures, standards, practices, and state and federal statutes in the human resources areas of 
recruiting and employment, compensation, benefits, workers compensation and safety, employee relations, staff 
development, county’s civil service systems and special projects, and time and attendance. Interprets policies 
and procedures and establishes effective relationships with departments.  Works with minimum supervision 
with independent judgment related to hr matters and resolves complex issues and inquiries. 
 
Management Scope:  N/A 
              
 
Duties and Responsibilities:   

%  of 
Time 

Essential 
Non-essential 

 
  1. Performs complex hr functions for two or more core areas/programs in the 

central HR department related to recruiting and employment, compensation 
and benefits, workers compensation and safety, employee relations and staff 
development, payroll and time and attendance.    

20 E 

    
  2. Proactively assesses the program(s) and identifies the training needs of the 

departments for assigned areas and develops creative solutions, policies, 
procedures, processes, and training to address those needs. 

15 E 

    
   3. Interprets human resources policies, procedures, standards, and practices and 

provides advice and technical/specialized assistance to staff, other depart-
ments, external agencies, and vendors related to the assigned area of 
responsibility. 

15 E 

    
   4. Researches, analyzes, and compiles complex data and records, and prepares 

correspondence, reports, briefings, recommendations and other 
documentation pertaining to area assigned. 

15 E 

    
5.  Conducts audits and assists with planning, developing, revising, and 

implementing HR activities, processes, and systems to ensure compliance, 
and to meet strategic goals and objectives. 

10 E 

    
 6. Researches, investigates, and resolves complex problems, disputes, and issues 

for assigned area. 
10 E 

    
7. Assists in reviewing prevailing practices among the industry to identify new 

strategies and recommend appropriate revisions to program design to improve 
10 E 
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program effectiveness and efficiencies. 
    

8. Performs related duties as assigned. 05 N 
    

Minimum Qualifications: 
 
Education, Experience and Training: 
Education and experience equivalent to a Bachelor’s degree from an accredited college or university in 
Business Administration, Human Resources, or in a job related field of study.  Three (3) years of demonstrated 
progressive experience equivalent to Human Resources Analyst, Senior or Human Resources Officer. 
 
Special Requirements/Knowledge, Skills & Abilities: 
Skilled in the use of standard software applications.  Ability to effectively communicate, both verbally and in 
writing, and establish and maintain effective working relationships with employees, departments and the 
general public.  Ability to gather, organize, and analyze narrative and statistical data; analyze problems, 
consider options, formulate strategies, and make practical recommendations; learn, interpret, and apply 
procedures, rules, and laws.  Knowledge of principles of human resource management and practices and state 
and federal laws pertaining to fair employment practices, and equal employment opportunity. Demonstrates a 
high level of confidentiality. 
 
 
Physical/Environmental Requirements: 
Standard office environment. 
 
Hay Points/Point Factor: 
KH: EI3 264 pts, PS: D3 (33%) 87 pts, AC: D1P 100 pts, TTL: 451 pts, KH/PS/AC: 59-19-22, Profile: +1  
 
Supervisor Signature  Date  
    
 
Reviewed by Human Resources/Civil Service on Date 4/2011 
   
 
Approved by Civil Service Commission on Date 04/18/2011 
   
 
This job description shows typical requirements of a position within this classification.  This description is not 
intended to be all-inclusive.  Individual positions may vary slightly in functions, job dimensions and 
requirements.  Any percentage of time included on each function is only an estimate and may change depending 
on the specific departmental tasks.  Candidates whose disabilities make them unable to meet these requirements 
will still be considered fully qualified if they can perform the Essential Functions of the job with reasonable 
accommodation. 
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