
Senior Human Resources 
Analyst 

 
Bargaining Unit: Not Applicable  

Class Code: 
000228 

CITY OF SHREVEPORT  
Established Date: Feb 6, 2012  
Revision Date: Feb 23, 2012  

SALARY RANGE 
$2,009.28 - $3,185.00 Semi-Monthly 

$4,018.56 - $6,369.99 Monthly 
$48,222.72 - $76,439.88 Annually 

  

 

CLASS FEATURES: 

 

ESSENTIAL FUNCTIONS: 

The Senior Human Resources Analyst will report to the Director of Personnel/Human Resources or 
assigned staff.  Supervises a small group of Human Resources staff.  Serves internal and external 
customer with quality service.  Maintains office staff's leave reports and files.  Monitors education 
program, travel mileage, and department attendance.  Keeps Human Resources matters confidential at 
all times.  Responsibilities include: collecting, imputing, and maintaining extensive human resources 
data.  Generate various monthly reports in EXCEL and Lotus 123.  Run monthly reports from human 
resources information system.  Coordinates employee elections.  Maintains office supplies and storage 
area.  Record board meetings and serve as a support office staff in the absence of Director.  Assist with 
monitoring and maintaining applications and applicant tracking system.  Reviews documents to determine 
budgeted positions.  Communicates and coordinates extensively with timekeepers and field staff.  Assists 
with updating weekly job listing.  Serves as reception for the department.  Verify employment as 
requested.  May assist with human resources policies and transactions, including classification, pay , 
recruiting, performance rating, and unemployment grievances and other matters.  Develops physical, 
mental, educational and other job requirements.  Researches, develops, and administers 
examinations.  Interprets and enforces all federal and state employment laws.  Validates test items and 
entire examinations.  May serve as Staff Assistant to the Human Resources Director.  

MINIMUM QUALIFICATIONS: 

1.  Must have a Bachelors Degree in Human Resources, Business, or related field or equivalent years of 
experience. 
 
2.  Must have six (6) years or more of professional experience in human resources administration. 
 



3.  Must have one (1) year experience working in a governmental environment. 
 
4.  Experience with analyzing data and being a team player.  A genuine interest in serving the public.  

ADA COMPLIANCE: 

Physical Requirements: Must be able to sit for extended periods of time and enter data on a personal 
computer. Occasional bending, stooping, and lifting (up to 25 pounds) required to file and/or retrieve files 
for transporting material/equipment. This is sedentary work requiring the exertion of up to 10 pounds of 
force occasionally and a negligible amount of force frequently or constantly moving objects; work requires 
reaching, standing, fingering, grasping, and repetitive motions. Ability to climb ladder as needed for file 
retrieval/replacement. Must be able to travel to City locations and walk and see areas for inspections and 
investigations. Must be able to occasionally to out –of –city locations for meetings, seminars, and 
mediations, trials and/or training. Tasks require visual perception and discrimination. Visual acuity is 
required for preparing and analyzing written or computer data, operation of machines, determining the 
accuracy and thoroughness of work, and observing general surroundings and activities. Hearing is 
required to perceive information at normal spoken word levels. Vocal communication is required for 
expressing or exchanging ideas and information with citizens and staff by means of the spoken word; 
ability to communicate verbally in person and on the telephone; hearing is required to perceive 
information at normal at a normal spoken word level. 
Work Environment: The employee is occasionally but not regularly subject to averse environmental 
conditions including but not limited to dust, chemical smoke, extreme temperatures, small spaces, 
heights, noise, hazards and atmospheric conditions 

 


