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HUMAN RESOURCES SPECIALIST (SUBSTITUTES) 
Job Overview 
 
The job of the Human Resources Specialist (Substitutes) was established for the purpose(s) of providing 
human resources services with specific responsibility for providing support and information to substitute 
employees regarding policies, regulations, and concerns; assisting school sites with filling vacant positions to 
meet daily needs; hiring and processing of substitutes; maintaining records and the absence management 
system; producing a variety of information as needed; and assisting in ensuring that personnel functions 
conform to all applicable regulatory requirements. 
 
This job reports to the Deputy Director of Schools.  
 
Essential Functions 

• Maintains the district automated absence management (AESOP) system for substitutes ( e.g. enters 
and updates data, etc.) for the purpose of ensuring the accuracy of information.  

• Responsible for ensuring the automated absence management system (AESOP) provides accurate 
call out to substitutes on days when school is in session beginning at 6:00 AM or one hour before 
school begins to ensure efficiency in filling open positions for the district.  

• Maintains the district automated absence management (AESOP) system for substitutes ( e.g. enters 
and updates data, etc.) for the purpose of ensuring the accuracy of information.  

• Administers a wide variety of personnel policies and programs for district substitutes (e.g. advertising 
available positions, processing applications, recruitment, separation, verifying employment, orientation, 
absence management, etc.) for the purpose of maintaining an effective program and conforming to 
district policies, procedures, and relevant laws.  

• Communicates with WCS staff, departments, school contacts, administrators, applicants and the 
public for the purpose of providing information and assistance concerning employment, substitute 
procedures, personnel records and related legal requirements. 

• Conducts substitute new hire orientation (e.g. introducing personnel, briefing of payroll, expectations, 
policies, procedures, hours of work, maintaining schedules, and reviewing the absence management 
system (AESOP), etc.) for the purpose of ensuring employees are knowledgeable of current practices, 
dissemination, and administrative processes and ensuring accurate completion of new hire paperwork.  

• Maintains personnel record keeping procedures and absence management system (e.g. entering 
personnel actions for pay, transcripts, recruiting, hiring, scheduling, etc.) for the purpose of ensuring 
compliance with established guidelines and protocol.  

• Coordinates employment process (e.g. interpreting new hire information and transcripts, processing 
applications, inputting substitute data, analyzing transcripts and references, long term state rate, 
permanent positions, etc.) for the purpose of meeting district staffing requirements while complying 
with established guidelines. 

• Develops a wide variety of written materials and reporting (e.g. forms, procedures, guidelines, new hire 
information, AESOP information, certification lists, daily and quarterly superintendent report, data 
trends, special reports, etc.) for the purpose of documenting activities, providing written reference, 
and/or conveying accurate information.  

• Participates in meetings, training, and site visits that involve a range of issues (e.g. personnel actions, 
regulatory requirements, inter-department needs, etc.) for the purpose of developing recommendations 
and/or supporting other staff. 

• Performs record keeping and clerical functions (e.g. scheduling, copying, faxing, data inputting, 
transmitting, telephoning, taking messages, responding to written and verbal inquires, etc.) for the 
purpose of supporting the needs of the substitutes, applicants, schools, and HR department. 

• Responds to a variety of written and verbal inquiries from a variety of internal and external sources 
(e.g. substitutes, teachers, administrators or designees, etc.) for the purpose of resolving concerns, 
problem-solving, providing information and/or reference to appropriate personnel. 
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Other Functions 
 

• Performs other related duties as assigned for the purpose of ensuring the efficient and effective 
functioning of the work unit.  

• Responsible for reporting to work by 6:00 a.m. when school is in session to complete the required 
duties. Morning pay incentive may be provided. 

 
Working Environment 
 
The usual and customary methods of performing the job's functions require the following physical demands: 
some lifting,  carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling; and 
significant fine finger dexterity. Generally, the job requires 80% sitting, 10% walking, and 10% standing.   
 
 
 
Qualifications 
 
Minimum experience: Job related experience is preferred. 
 
 
Minimum education: High School diploma or equivalent. 
 
 
 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
Pre-Employment Proficiency Test 

 
 None Specified 

 
 Non-Exempt 

 
 

Continuing Education/Training:  Clearances:  Employee 
Type: 

None Specified  Criminal Justice Fingerprint/Background 
Clearance 

 Classified 

 
 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not 
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected 
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of, 

access to, treatment, or employment in its programs, services, or activities. 


