
COUNTY OF NAPA 
Human Resources 

1195 Third Street, Suite 110 
Napa, CA 94559 
707-253-4303 

http://www.napacountycareers.com

 

 
INVITES APPLICATIONS FOR THE POSITION OF:

 
Human Resources Analyst I/II

An Equal Opportunity Employer

SALARY
$40.85 - $57.19 Hourly    $3,268.00 - $4,575.20 Biweekly    $7,080.67 - $9,912.93 Monthly   

$84,968.00 - $118,955.20 Annually

OPENING DATE: 02/01/23

CLOSING DATE: 02/15/23

JOB TYPE:  Full Time

Job Category:  Personnel and Human Resources

DEPARTMENT:  Human Resources

LOCATION:  County Administration - 1195 Third Street, Napa

THE NAPA VALLEY

  
 

PLEASE READ THIS BULLETIN IN ITS ENTIRETY 
  
 The Napa Valley, internationally known for its fine wines, exciting restaurants and world-class

resorts, is home to 140,000 residents who share a strong sense of community and a legacy of
preserving and protecting our rich agricultural heritage. 

   
 Located in the heart of California's preeminent wine region, the Napa Valley is also part of the

dynamic San Francisco Bay Metropolitan Area. With its sunny Mediterranean climate and
proximity to the mountains and ocean, the Valley offers residents easy access to virtually unlimited
shopping, dining, cultural and recreational opportunities. 

   
 The Napa Valley's strategic location, natural and cultural resources, history of responsible land

use planning and attractive quality of life provide the ideal mix of small town living and big city
amenities.    

COUNTY OF NAPA AS AN EMPLOYER

http://www.napacountycareers.com/


The County of Napa is a highly respected employer within the local community as well as
throughout the region. We offer rewarding and challenging work, flexible hours, competitive
salaries, a comprehensive benefits package and tremendous opportunities for career growth. At
the County of Napa we truly value our employees and are committed to diversity in our family-
oriented environment. This is why we are the Employer of Choice for more than 1,400 employees. 
  
As an organization, the County is dedicated to improving the lives of our citizens and reflecting the
best of the community's values: Respect, Accountability, Dedication, Integrity and Innovation.    

THE POSITION

The list established by this recruitment may be used to fill future full-time, part-time, limited term,
and extra help vacancies for up to one year.  

 
The Ideal Candidate: 

The ideal Human Resources Analyst I/II candidate will have: 
 excellent oral and written communication skills, and interpersonal skills to be able to provide

sound recommendations and effectively partner with executive and senior leadership 
knowledge of applicable public sector laws, regulations, and policies pertaining to
recruitment and selection to understand processes, and determine if improvements could
be made
creativity, confidence, and a continuous learning mindset to recommend and implement
team, department, and organizational-wide changes
the ability to independently manage a workload that will include competing priorities
analytical skills to probe for more details, ask questions, seek out information, gather data,
and justify recommendations or decisions 

The Human Resources Analyst I/II is a classified management position. Napa County has one
immediate vacancy for a Human Resources Analyst I/II position. This position may be filled at the
Human Resources Analyst I or II level, depending on the expertise of the chosen candidates.  

 
The Human Resources Analyst I/II performs professional to advanced professional human
resources work in the areas of recruitment, selection, classification, wage and salary
administration, labor and employee relations, health benefits administration, training and various
other aspects of human resources administration as assigned.

This is a flexibly staffed job series. The difference in levels is characterized by the amount and
type of education and experience possessed by the incumbent, as well as the complexity of duties
and/or assignments.

  
 Human Resources Analyst I:

 $40.85 - $49.50 Hourly
This is the entry level class in the Human Resources Analyst series.  This class is distinguished
from the Human Resources Analyst II by the complexity of the tasks performed and the type of
assignments for which the employee is responsible. Since this class is entry level, employees
work under close supervision and may have only limited work experience.  Advancement to the "II"
level is based on demonstrated proficiency in independently performing the full range of assigned
duties.

Human Resources Analyst II: 
 $47.18 - $57.19 Hourly 

 This is the full journey level class in the Human Resources Analyst series. Employees within this
class are distinguished from the Human Resources Analyst I level by performance of the full range
of complex duties as assigned.  Employees at this level work under general supervision and
receive only occasional instruction or assistance as new or unusual situations arise and are fully
aware of the operating procedures and policies of the work unit.  Positions in this class series are



flexibly staffed and are generally filled by progression from the "I" level. Advancement to the "II"
level is based on confirmation that the employee is capable of independently performing the full
range of job duties at this level. When filled from outside, a Human Resources Analyst II position
requires prior, relevant human resources experience.   

Telework Availability - Teleworking is not permitted during the first six (6) months of employment
and/or during the first six (6) months of a probationary period. Should teleworking be permitted by
a hiring department after the 6 month requirement, Human Resources supports a telework
schedule that consists of a maximum of one (1) day per week.      

The Recruitment Process: 

1.  Applications are due by 5:00 P.M. on Wednesday, February 15, 2023. 

2.  Applications will be screened for minimum qualifications and supplemental question responses
the week of February 21, 2023. 
  
3.  Candidates will be invited for an Oral Panel Interview based on supplemental question
responses. 

4. Oral Panel Interviews are tentatively scheduled to take place the week of February 27, 2023.
Only the most qualified candidates from the interview process will be placed on the eligibility list
and may be considered to fill positions for up to one year. 

The Human Resources Department reserves the right to change the recruitment process at any
time.

EXAMPLE OF DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed
duties and/or may be required to perform additional or different duties from those set forth below
to address business needs and changing business practices.  

 
All Human Resources Analysts 

 Employment and Compensation
Confer with departmental representatives to determine effective recruitment strategy and identify
appropriate selection instruments; plan and coordinate identified recruitment efforts to include
conducting job analysis, developing recruitment plans, preparing bulletins, determining
advertisement sources, placing ads, conducting examinations and assisting the department with
other activities associate with applicant recruitment and selection; review and evaluate
applications; develop selection instruments (e.g., supplemental application questions, written
examinations, work sample exercises and structured interviews); serve as chairperson and/or
rater for oral board panels; schedule and administer written exams and other candidate
assessment processes; conduct classification studies to evaluate the duties and responsibilities
assigned to positions; recommend allocation of positions to appropriate classifications; develop
and revise class specifications for County positions as needed; conduct salary, benefits and other
special studies related to the County's human resources program.

KNOWLEDGE OF:
All Human Resource Analysts
Research methodologies, data collection approaches and sampling methods; statistical and
financial analysis methodologies; problem solving methods and techniques; report writing and
correspondence preparation; principles of employee selection, training, discipline and evaluation;
principles, practices, methods and techniques used in human resources administration, including
recruitment, employment testing, classification, salary administration, labor and employee
relations, health benefits administration and training; current research, practices and trends
related to assigned human resources program; principles and practices of public administration,
employee supervision and office administration applicable to local public agencies; office
procedures, methods and equipment including computers and applicable software applications



such as word processing, spreadsheets, presentation software and databases; pertinent federal,
state and local codes, laws and regulations applicable to assigned human resources activities.

Employment and Compensation
Principles and practices of job analysis, position classification and public sector organizational
design; principles and practices of public sector human resources administration including
recruitment, selection, examination development, examination validation and examination
administration; principles and practices of public sector compensation; methods and techniques of
salary surveys, including job comparability, base and total compensation, weighted averages,
costing methods and sources of wage data; psychometric principles and statistical methods
related to human resources work; automated database systems and applications for applicant
tracking, test scoring and item analysis; classification factors utilized in the evaluation of position
duty assignments.

SKILL TO:
All Human Resources Analysts
Conduct research for projects; compile and analyze data and prepare reports; prepare clear and
grammatically correct job announcements, advertisements, correspondence and reports; analyze
situations accurately and take effective action; prepare and analyze financial and statistical data;
plan and coordinate the processing of forms and the maintenance of records; understand,
interpret and apply provisions of Memoranda of Understanding, human resources rules, policies
and ordinances; provide guidance and assistance to departmental staff in resolving human
resources matters; collect data, analyze it objectively and prepare sound recommendations and
reports; review, analyze and recommend solutions to complex, controversial and/or sensitive
human resources issues; set priorities, organize work and meet critical deadlines; understand and
follow oral and written instructions; operate office equipment including computers and supporting
word processing, spreadsheet, presentation software and database applications; negotiate,
mediate and resolve conflicts; communicate clearly and concisely, both orally and in writing;
provide consultation to departmental managers regarding human resources issues.

Employment and Compensation
Conduct classification studies for a full range of County positions and make appropriate
recommendations; design recruitment strategies for a full range of County positions; develop
examination instruments and processes to assess candidate qualifications; evaluate employment
applications and determine eligibility of applicants; conduct sound classification and salary
analyses and make classification and compensation recommendations.

ABILITY TO:
All Human Resources Analysts
Work primarily in a standard office setting with some travel to different sites and locations; 
stand or sit for prolonged periods of time; stoop, bend, kneel, crouch, reach and twist; lift, carry,
push and/or pull light to moderate amounts of weight; use repetitive hand movement and fine
hand/eye coordination including using a computer keyboard; travel to other locations using various
modes of private and commercial transportation; verbally communicate to exchange information;
establish and maintain effective working relationships with those contacted in the course of work;
work under steady pressure with frequent interruptions and a high degree of public contact by
phone or in person; exercise initiative, ingenuity and good judgment in decision-making and in
solving problems, including problems of a sensitive or political nature; adapt quickly and
appropriately to a variety of situations and personalities; communicate tactfully in stressful
situations when dealing with individuals holding differing opinions and viewpoints; make
appropriate decisions when faced with time constraints and limited information; remain flexible in
adapting to changes in priorities, assignments and other interruptions, which may influence pre-
established timelines and courses of action for completing projects and assignments; work on
multiple projects and assignments simultaneously.

EXPERIENCE AND EDUCATION - Any combination of education and experience that would
likely provide the required knowledge, skills and abilities is qualifying.  A typical way to



obtain the knowledge, skills and abilities would be:

Human Resources Analyst I
Experience:
Two years of technical experience in human resources work in a public agency or one year as a
Human Resources Assistant in Napa County.
Education:
A Bachelor's degree from an accredited college or university with major course work in human
resources administration, public administration, business administration or a related field.

Human Resources Analyst II
Experience:
Two years of professional human resources experience comparable to that of a Human
Resources Analyst I with Napa County.
Education:
A Bachelor's degree from an accredited college or university with major course work in human
resources administration, public administration, business administration or a related field.
  
License or Certificate:*
Possession of a valid driver's license. 

*Any license, certification, or registration required for this position shall be maintained (i.e. active
and in good standing) at all times during employment with Napa County.  For continued
employment with Napa County, you must maintain such license, certification, or registration to
meet the minimum qualifications of this position.

Class specifications are intended to present a descriptive list of the range of duties performed by
employees in the class. Specifications are not intended to reflect all duties performed within the
job.

ADA Accommodation:
Applicants requiring accommodation during the application and/or selection process pursuant to
the Americans with Disabilities (ADA) Act should contact County of Napa Human Resources at
(707) 253-4303.

Napa County is an Equal Opportunity Employer   

APPLICATIONS MAY BE OBTAINED AND FILED ONLINE AT:
http://www.napacountycareers.com 
OR
1195 Third Street, Suite 110, 
Napa, CA 94559

EXAM #00830
HUMAN RESOURCES ANALYST I/II

NE

Human Resources Analyst I/II Supplemental Questionnaire

 
* 1. Instructions for Supplemental Application Questions. The following questions comprise one

of the steps in the selection process for this position and are intended to assist you in
presenting your qualifications. Only the information you provide in your answers to these
questions will be evaluated and scored to determine the best qualified candidates to
continue in the selection process for this position. Please be complete and specific in
answering the questions as your score will be based on this information. Applications
submitted without responses to the supplemental questions will not be evaluated.
Although your experience and education should relate back to your application,
your application and or resume will not be reviewed when scoring the
supplemental questions. Therefore, please be as detailed as possible in your responses
to the supplemental questions. I have read and understand the instructions presented
above.

 Yes     No

http://www.napacountycareers.com/


 
* 2. Although not a disqualifier, do you possess a bachelor's degree of higher level of education

from an accredited college or university with major course work in human resources
administration, business administration, public administration or a related field?

 Yes     No
 
* 3. Do you possess at least 2 years of professional human resources experience?

 Yes     No
 
* 4. Do you possess at least 2 years of technical human resources experience?

 Yes     No
 
* 5. In detail, describe your experience performing public sector recruitments. Be sure to

include where you gained the experience, your role in the recruitment process (e.g.,
support technician versus analyst) and a small sampling of the type of recruitments that
you have performed (e.g., difficult-to-fill, large recruitments with more than 100
applicants, etc.).

* 6. In this role, you will create an important data tracking system, and will use various
databases, including Excel. Included in your duties will be the creation of the system,
upkeep of the system, and inputting and pulling data from the system. Please describe a
recent project you led where you have performed similar duties. Include in your response
the databases you utilized, the information you were tracking, what approach you used to
turn technical information into a report for a non-technical audience, who the target
audience was, who signed off on the report and if there were any lessons learned along the
way.

* 7. Describe any relevant lead/supervisory experience (if applicable) and how you believe your
experience will translate to Napa County? If none, please put "N/A".

* 8. Describe in detail your experience sharing process-related issues with your current or
previous manager? If no experience, please put "N/A".

* 9. Describe in detail your experience with classification & compensation studies. If no
experience, please put "N/A".

* Required Question


