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Superior Court of California – County of Tulare

SUPPLEMENTAL APPLICATION FORM

Court Human Resources Technician


This supplemental application form is an examination.  All candidates are required to complete and return this supplemental application form with their application for this position.  The supplemental application form will be used to select the most highly qualified candidates who will then advance to the next step in the selection process. The questions that follow will be used to evaluate the extent to which a candidate has demonstrated and applied the knowledge, skills and abilities critical to successful performance in this position.  Briefly and concisely respond to each of the following questions.  Limit your responses to one 82" x 11" page per question.  Responses must be legibly handwritten or typed.  

The following questions measure necessary employment standards for this position.  A response to all of these questions is required to be considered for this position.  Applications submitted without a completed supplemental questionnaire will not be considered.

1. Please describe your experience working with ADP Time and Attendance and PayeXpert/Workforce Now or any other payroll processing system, detailing your proficiency with each of the systems. 
2. Please describe your experience in preparing and analyzing customized reports for reconciliation and/or audit purposes
and the type and complexity of written and statistical reporting, projects and communications you have developed and routed.
3. Describe your knowledge and experience in the following human resources functions.  Include the specific duties performed and your level of responsibility in each area.

a. Performance appraisal process. 

b. Reviewing, recommending and documenting disciplinary actions.

c. Recruitment (marketing) and selection (testing, screening, background checks)

d. Administering and tracking mandated HR notices and postings.
e. Employee relations

4. Describe your experience developing and/or maintaining confidential personnel and medical files in a complex human resources management system.

5. Describe your organizational management and customer service skills as they would relate to a human resources office.

6. Describe your skill level and professional experience utilizing a personal computer. Include software programs you are experienced in using, including any HRIS or other database system as related to personnel transactions. 
The following questions measure desirable employment standards.  It is not necessary to answer these questions to apply for this position; however, those that answer these questions may be considered more qualified and may be given first consideration.

Describe your experience working with and applying the following regulations:

· California Family Rights Act (CFRA)

· Pregnancy Disability Act (PDA)

· Americans with Disabilities Act (ADA)



The Superior Court for Tulare County makes reasonable accommodations for differently abled individuals, provided the employee can perform the essential duties of the job.  Each situation will be considered on an individual basis.  If you have any questions, please contact the Personnel department.  A copy of the job description for this position is available upon request.

I certify that the information provided is accurate and complete to the best of my knowledge.  I understand that any falsification may cancel any terms, conditions or privileges of employment.  I understand that employment may require passing a medical examination and proof of a satisfactory driving record.

Print Name:












Signature:______________________________________________    _ 
Date:__________________
