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People | Service | Integrity | Innovation  



Do you seek a career where you can help others succeed 
and see the results of your hard work? 

 
Are you attracted to an industry that is  

critical to the state’s success? 
 

Do you wish to join an organization that  
boasts an average tenure of 12 years? 

 
Then our position of Human Resources Specialist is for you. 

 
 
 
 
Position Overview 
 
ACWA JPIA is an award winning risk pool for water agencies, known for superior 
customer service and attention to members that is second to none. Recent staff 
changes and promotions has necessitated an addition to the Human Resources staff.  

ACWA JPIA is recruiting for a Human Resources Specialist. The candidate will work 
under the direction of the Director of Human Resources and Administration, and will 
perform a variety of duties in support of JPIA staff and its members. This position is 
responsible for coordinating the hiring process, working with member agencies on human 
resource related questions, maintaining the human resource information system and 
training on related topics. 
 
This position will be located in Roseville, CA in a LEEDS (Leadership in Energy and 
Environmental Design) certified building. This is a full time position with hours from 
7:30am to 4:30pm, Monday through Friday. Light travel throughout the state required. 
Rare weekend work might be necessary.    

Key Responsibilities include but are not limited to the following: 
• Maintains confidential staff personnel files, job descriptions, mid and annual 

performance evaluations 
• Manages employee performance appraisal process 
• Assists with training on HR related topics, regional HR meetings and in-

person/online training 
• Coordinates hiring process including recruiting, interviewing, verifying employment 

and testing 
• Coordinates paperwork for new, terminated, retired and temporary employees 
• Conducts new employee onboarding  



• Maintains personnel database 
• Ability to travel throughout California 
• Reviews, tracks and documents compliance with mandatory and non-mandatory 

training, new policy acknowledgements and required notices 
• Assist districts with HR related questions  
• Processes and monitors COBRA as liaison to outside vendor 
• Prepares Open Enrollment documents and outreach for staff and retirees  
• Processes and tracks FML and disability paperwork 
• Maintain knowledge in trends, best practices and law changes related to human 

resources 
 

Other Duties 
• Explores and develops new processes to streamline activities 
• Processes Employee Educational Approval form and maintains education history 
• Selects development webinar offerings for all staff 
• Maintains and updates retiree information 
• Maintains HR forms and documents saved in the HR folder of the Publications 

Drive 
• Coordinates facilities and provides support for onsite and offsite HR group meetings 
• Coordinates anniversary and retirement gifts for JPIA employees 

 
 
Preferred Qualifications include knowledge of: 

• Human resource principles including positive employee relations, hiring, training, 
performance management and employment law. 

• Adult learning principles and effective training facilitation  
• Operations, procedures, policies, and precedents of a Human Resources 

Department. 
• Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) 
• Filing and recordkeeping systems. 
• Correct English usage, spelling, grammar, and punctuation 

 

Education and Experience Requirements 
 
Any combination of education and experience that would likely provide the necessary 
knowledge and abilities is qualifying. 
 
A typical way to obtain the knowledge and abilities would be: 

Education – bachelor’s degree from an accredited college with a concentration in 
human resources, along with at least three years of experience in progressively 
responsible human resources position with key responsibilities similar to those 
listed above. 

Experience – At least five years of experience in progressively responsible human 
resources position with key responsibilities similar to those listed above. 

 



Professional certification in human resources desired. Public entity human resource and 
CalPERS experience a plus. 

 
Salary 
This is a full time (40 hours), non-exempt position which has an annual salary range of 
$71,498 - $107,248 with most staff starting between the low to mid-point. There is also 
potential for an annual incentive award.  
 
 

 

About ACWA JPIA 
The ACWA JPIA (JPIA) is a public entity formed in 1979 by the water agencies of the 
state of California. Like its members, the JPIA is a special district in the state of 
California. Its formation and operation are subject to the provisions of the California 
Government Code, including the Brown Act. It provides risk-sharing pools to meet the 
needs of its members for property, liability, workers' compensation, and employee 
benefits coverage. 

For forty years, the JPIA has been a partnership of water agencies working together to 
share the risks associated with purveying water. The risk-sharing pools of the JPIA are 
a cost-effective form of risk management available only to public entities, allowing them 
to bypass the high cost of commercial insurance. The coverages provided by this risk-
sharing arrangement are unique to water agencies; the water agencies themselves--
their directors and managers--have selected and refined these coverages. Not all water 
agencies are accepted in to the JPIA. Prospective members must demonstrate a 
commitment to effective risk management programs. 

Becoming a member is just the beginning. Besides handling covered claims for all 
members, the JPIA provides risk management services and training programs. Risk 
Control Advisors, who are specialists in the water industry, not generalists, perform on-
site visits. Certified treatment plant operators and distribution system operators are on 
staff. The risk management services includes assistance with Injury and Illness 
Prevention Programs, ergonomic evaluations, Cal/OSHA regulatory compliance, 
confined space entry evaluations, noise surveys, and hazard communication programs. 
In addition, members receive assistance with their personnel policies and procedures as 
well as help in developing job descriptions and employee handbooks. 

The JPIA is the premier provider of secure, stable and highly cost-effective alternatives 
for protecting the assets, liabilities and employees of public water agencies. We employ 
50 staff and, in the past 10 years, have had no one leave the organization except to 
retire or stay home with a newborn child. We have a very tenured staff because we 
operate in alignment with our values of people, service, integrity and innovation. 



Located in Roseville, CA, the JPIA headquarters resides in a modern, LEED certified 
building. Roseville is located 30 miles east of Sacramento and part of the Placer Valley. 
Situated at the base of the Sierra Nevada Mountains, Roseville boasts affordable living, 
exceptional schools, extensive parks and outdoor activities and only a 90 minute drive 
to Tahoe or San Francisco areas. 
 
Annual Revenues:  $150 million 
 
Mission Statement:  The ACWA JPIA is dedicated to consistently and cost effectively 
providing the broadest possible affordable insurance coverages and related services to 
its member agencies. 
 

 
Benefits of Employment with JPIA 
 
• Working with one of the most respected JPAs in the state 
• Supporting the water industry in California 
• Being part of an organization where 97% of staff agreed that they know how their 

individual job contributes to the success of the organization 
• Incentive opportunities, dependent upon performance 
• Medical, dental, vision insurance – employer paid for employee and dependents 
• Life and disability insurance – employer paid for employee 
• Vacation accrual begins with 12 days per year 
• Twelve paid holidays 
• Casual dress  
• Unlimited accrual of sick leave at one day per month 
• Participation in the CalPERS retirement system 
• Voluntary 457(b) tax deferred compensation plans 
• Robust educational assistance program 
• Employee Assistance Program for employee and dependents 
 

Application Procedure 
 
Complete employment application located on JPIA’s website, www.acwajpia.com. Click 
connect; then Employment Opportunities, then Job Openings. Submit JPIA 
application, along with cover letter and resume to hr@acwajpia.com by November 5, 
2020. You will only be contacted if chosen for an interview. If chosen, the candidate will be 
required to complete basic, job-related testing and sit for an interview. Any offer of 
employment will be contingent upon the candidate passing a background check and pre-
employment physical and drug test (if applicable). 
 
No walk-ins please. EOE employer. 
 

 

http://www.acwajpia.com/
mailto:hr@acwajpia.com


Interview Process 
 
JPIA will personally contact only qualified candidates. Each will be invited to test and 
interview during the week of November 9, 2020, the only week they will be offered. 
Second interviews will be held if necessary. 
 
 
 
 

Thank you for your interest in joining ACWA JPIA 
 

 
 

This position fact sheet is intended to provide general information and assist qualified individuals in 
determining interest in applying for this position. The information is not all-inclusive. 

 


