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POSITION DETAILS

PWD's Human Resources Division is responsible for facilitating, properly establishing, and
maintaining a qualified, well trained, committed workforce. This accomplished through the
work of units such as: Hiring, Benefits, Employee & Labor Relations, Transactions, and
Workforce Development.

UNIT OVERVIEW

The candidate selected for this position will provide administrative support for one of the units
listed above, gaining experience for future promotion to a Human Resources Professional
LUl N title. Strong analytical and technological skills necessary. Prior human resources

OVERVIEW experience is not required.

sample duties include:

-coordinating and conducting interviews, meetings, surveys, or investigations with
prospective candidates, internal employees and managers, and external community partners
-gathering and analyzing data on vacancies, employee turnover, demographics, accidents
and injuries, disciplinary action, etc.

-responding to inquires from employees, managers, and applicants regarding relevant
policies, procedures, and regulations

-maintaining effective communication and working relationships with internal and external

DUTIES AND
LN (2 partners

-conducting information or training sessions
-writing and preparing reports for leadership

DIRECT REPORTS LY
Y/N

PWD employees interested in internal transfer opportunities must have permanent status in the title advertised above. If you are interested
in being considered f(?r this |r?ternal transfer opportunity please email your resume to 'Ryan.McNeiII@phiIa.gov
and Matthew.D.Fleming@phila.gov
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