1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Human Resource Assistant.  

General Duties include:  This position serves under the direction of the Director.  Responsibilities for this position include, but are not limited to; Maintain a personnel system according to merit system regulations for the local health department.  Receive, review and audit time distribution reporting sheets from employees to enter into a computerized system or prepare for transmittal to the Department for Health Services.  Generate payroll checks and verify against master listing of personnel records and approved actions.  Distribute checks to employees.  Consult with director and supervisory staff as to appropriate personnel actions regarding employees, complete correspondence and necessary documentation for respective personnel actions.  Initiate personnel action requests according to policy for submittal through the automated network to the Department for Health Services for appropriate action.  Make arrangements for appropriate newspaper advertisements, schedule examinations and answer questions from applicants regarding recruitment and selection activities.  Prepare monthly benefit payments involved in payroll deductions.  Make adjustments to benefit billings and payments and reconcile differences based on appropriate review and auditing.  Prepare appropriate payroll and other reports such as worker’s compensation, equal employment opportunity, unemployment insurance and special reports requested by administrator.  Maintain employee records which consist of employment history records, benefit records and current employment status.  Advise and consult with employees regarding personnel questions, policies, regulations and grievances.  Assist in the preparation of the agency budget using personnel/payroll information.  

Minimum Education, Training and Experience Requirements:  High school diploma or GED and five (5) years experience in personnel activity, payroll or closely related activity.  

Substitution for Education, Training or Experience:  Additional related education/training may substitute for experience required on a year for year basis.

Starting Salary:  $10.70 – $13.27/hr negotiable with additional experience.  Grade 13

Apply at https://KOG.CHFS.KY.GOV/HOME. Create a citizen account and search LHDCOS (search and apply) Completed application must be submitted by (insert date) Transcripts must be provided before your hire date if post-secondary education is required or may be substituted for experience. Transcripts must list the degree awarded.  Qualified applicants/employees are subject to a pre-screening, selection for interview, and/or demonstration of skills testing.  Employment may be contingent upon a successful drug screening and background check.  Equal Opportunity Employer. 
															
2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Human Resource Assistant.  

Starting Salary:  $10.70 - $13.27/hr negotiable with additional experience.  Grade 13

A full listing of qualifications may be obtained at https://chfs.ky.gov/agencies/dph/dafm/lhpb/Pages/merit.aspx.  Apply at https://KOG.CHFS.KY.GOV/HOME by creating a citizen account and then search LHDCOS (search and apply).  The completed application must be submitted by (insert date).  Transcripts must be provided before your hire date if post-secondary education is required or may be substituted for experience. Transcripts must list the degree awarded.  Qualified applicants/employees are subject to a pre-screening, selection for interview, and/or demonstration of skills testing.  Employment may be contingent upon a successful drug screening and background check.  Equal Opportunity Employer.
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