
MT. DIABLO UNIFIED SCHOOL DISTRICT 

EMPLOYER/EMPLOYEE RELATIONS SPECIALIST (C/F) 

Primary Function 

Provides complex technical and administrative support to the 
Assistant Superintendent, Personnel Services; serves as office 
manager of the Personnel Services Department and oversees its day 
to day operations; performs technical support functions relative 
to personnel aspects of ADA compliance, discrimination and sexual 
harassment complaints, and relative to negotiations and grievance 
hearings. 

Directly Responsible To 

Assistant Superintendent, Personnel Services 

Supervision 

Coordinates the work of Personnel Services clerical and support 
staff and provides input into the evaluation process. 

Major Responsibilities 

1. Coordinates the day-to-day operations of the Personnel
Services staff.

2. Provides administrative and secretarial support to the
· Assistant Superintendent, Personnel Services.

3. Serves as a member of the district's negotiating team;
attends all negotiation sessions.

4. Takes verbatim notes of negotiating and grievance meetings;
transcribes, distributes and indexes detailed minutes of
negotiation and mediation sessions.

5. Organizes and maintains all negotiation documents; assists in
meeting "sunshining" requirements.

6. Prepares, organizes, distributes and maintains all
documentation related to proposals, counterproposals, unfair
practice charges, hearings, grievances, arbitrations.

7. Monitors contractual time limits to assure district
compliance.

8. Assists in compiling materials related to mandated cost
reimbursement claims for employer/employee relations
activities.

9. Compiles documentation related to certificated dismissal
cases.

10. 

11. 

12. 

13. 

Oversees operation of the 
identification program. 
Processes and maintains 
catastrophic leave program. 
Assists in the coordination 
administrators. 
Monitors and assists in 
development of Board policies 

district employee and visitor 

all documentation for the 

of the training program for new 

the updating, revision and 
and administrative regulations. 




