
 

 

MINNEHAHA COUNTY 

invites applications for the position of:  

Human Resources Technician 

 
All applications must be submitted by 5:00 p.m. on the date the position closes. 

 

SALARY:  $14.44 - $15.55 Hourly 

 

OPENING DATE: 10/16/12         CLOSING DATE: 10/30/12 05:00 PM 
 

GENERAL INFORMATION:  

Minnehaha County invites applications for an excellent opportunity to join a human resources 

department as a Human Resources Technician. The incumbent will perform a broad range of 

secretarial and administrative work to support employee recruitment, benefits administration, 

performance evaluation, wellness initiatives, training, and other human resources functions.  
 

***Please attach a cover letter and resume to the online application.  
 

EXAMPLES OF DUTIES INCLUDE: 

Answer phones and greet and assist walk in customers. Respond to routine inquiries regarding a 

wide variety of human resource related issues and provide general information about 

Minnehaha County department functions. Prepare weekly personnel actions. Process personnel 

action forms, performance evaluations, and step increases. Prepare new employee orientation 

packets. Create and maintain personnel files. Write and coordinate articles for the monthly 

newsletter. Process accounts payable invoices. Maintain inventory and order office supplies. 

Compile reports and data. Assist employees with forms, process COBRA payments, and issue 

receipts. Complete income and employment verifications. Assist in preparing job descriptions, 

advertisements, mailings, and website postings. Assist in processing job application materials 

and candidate communications, coordinate candidate recruitment, and track data and proctor 

tests. Assist with the preparation and facilitation of wellness challenges, tracking and processing 

program participation, and coordination of prizes. Assist in coordinating the employee benefits 

fair, United Way fundraising events, food drives, blood drives, training opportunities, etc. 

Process incoming and outgoing mail.  
 

MINIMUM QUALIFICATIONS:  

High school diploma or GED with a minimum of four years of increasingly responsible clerical 

experience; a bachelor's degree with one year of clerical experience; or equivalent combination 

of education and experience. Strong computer skills including knowledge of Microsoft Word and 

Excel. Ability to maintain confidentiality. Ability to complete projects independently with 

accuracy and attention to detail. Ability to maintain a professional and courteous environment 

as the first point of contact for all customers, both in person and over the phone. Ability to 

communicate effectively orally and in writing. Ability to establish and maintain effective working 

relationships with co-workers, other agencies, and the public. Ability to maintain a professional 

appearance and demeanor. 
 

PREFERRED QUALIFICATIONS:  

Bachelor's degree in human resources, business administration, or related field or previous 

experience in a human resources office.  
 

APPLICATIONS MAY BE FILED ONLINE AT:  
http://jobs.minnehahacounty.org  
 
OUR OFFICE IS LOCATED AT: 415 N Dakota Avenue Sioux Falls, SD 57104  
605-367-4337           jobs@minnehahacounty.org  

Job #12-37  
HUMAN RESOURCES TECHNICIAN  

JA  

Minnehaha County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, 
religion, national origin, citizenship, ancestry, gender, pregnancy, marital status, sexual orientation, age, disability, 
veteran's status, genetic information, or any other protected group in accordance with state and federal law. 
Arrangements for accommodations required by disabilities can be made by contacting Human Resources at (605) 367-
4337.  
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