
This recruitment is being held to 
establish an eligibility list from 
which the current vacancy as well 
as future vacancies may be filled. 

APPLICATION AND  
SELECTION PROCESS 

A completed City application, 
must be received in the Human 
Resources Office by 5:30 p.m. 
on the closing date: 

Human Resources 
25541 Barton Road 

Loma Linda, CA 92354 

909-799-2814 

M - TH 7:00 am - 5:30 pm 

www.lomalinda-ca.gov 

bnicholson@lomalinda-ca.gov 

Application packages will be evalu-
ated by the City and those candi-
dates whose qualifications best 
meet the City's needs will be invited 
to continue in the selection process.  

Examination process may include 
but is not limited to a skills assess-
ment and oral panel interview.   

 Prior to final appointment, all per-
sons must pass a medical examina-
tion and drug screen, paid for by 
the City.  Some positions may re-
quire psychological testing. 

 Appointees may be fingerprinted 
and required to pass a background 
investigation. 

 Pursuant to the Immigration Re-
form and Control Act (IRCA) of 
1986, all new hires will be required 
to show proof of legal residence 
entitling them to work in the United 
States prior to becoming an em-
ployee of the City. 

Reasonable efforts will be made to 
accommodate persons with disabilities.  
Please advise the Personnel Office of 
any special needs in advance of the 

examination by calling (909) 799-2814. 

THE POSITION 

The position is primarily dedicated to performing 
specialized technical tasks related to human resources 
and risk management.   

The expectations include independent performance of 
tasks, observance of confidentiality of records, basic 
knowledge of human resources related legislation, 
worker’s compensation law and Personnel Rules.  The 
work includes varied duties requiring many different 
and unrelated processes and methods applied to a broad range of activities or 
substantial depth of analysis.  Typical contacts at this level are with vendors, office 
professionals, i.e. attorneys, developers, contractors, public action groups, the media 
or representatives of professional organizations, City Council Members, as well as 
City staff. 

Typical duties include all aspects of Human Resources management including 
responding to inquiries regarding City employment policies and procedures; recruitment 
processes; benefits administration;  new hire orientation; personnel files management; 
employee performance appraisal program; Meet & Confer process coordination; 
workers compensation program coordination with third party adjustor and assisting with 
the balance of the City’s risk management processes; monitoring, assessing and 
evaluating the implementation of risk reducing strategies; presenting reports and 
recommendations regarding positive and negative aspects of proposed risk 
management and human resources management solutions and programs; 
responding to state and federal reporting requirements; conducting/responding to 
surveys; maintaining human resources legally required website postings; provide 
general and technical assistance to the City Clerk’s office; and other such duties as 
may be assigned. 
 
QUALIFICATIONS GUIDELINES 
 
Experience/Education:  Bachelor’s degree is required, Human Resources 
certification is preferred. 3-5 years of HR/Risk Management experience, previous 
municipal experience is highly desirable. 

Knowledge, Skills, and Abilities:  Knowledge of principles and practices of 
personnel administration, including recruitment, classification, compensation and 
benefits administration; Federal, State, and local laws, rules, codes and ordinances 
regarding personnel administration; data collection and research techniques and 
methods; use typical office equipment. 

Ability to recognize the confidentiality of personnel records and employment 
circumstances; communicate effectively and harmoniously with fellow employees and 
the public at large; perform independent, responsible technical work; interpret, explain 
and apply laws, codes and policies applying to personnel practices; effectively resolve 
employee complaints; compose routine correspondence; meet task completion 
deadlines.  

City of Loma LindaCity of Loma Linda  
Employment OpportunityEmployment Opportunity  

Human Resources and Human Resources and   
Risk Management AnalystRisk Management Analyst  

Application Deadline - July 16, 2020 
Salary:  $4,327- $5,802 per month + benefits 

EQUAL OPPORTUNITY EMPLOYER 
The City of Loma Linda encourages applications of bilingual persons, 

women, minorities and persons with disabilities. 

The provisions of this bulletin 
do not constitute a contract, 
expressed or implied, and any 
provisions contained in this 
bulletin may be modified or 

revoked without notice. 



EMPLOYEE BENEFITS 

Retirement benefits provided through the Public Employees' Retirement System, 2% @ 55, single highest 
year, for existing (Classic) CalPERS members; 2% @ 62, highest consecutive 3 years for new CalPERS 
members (pursuant to State pension reform legislation); with the employee paying the member 
contribution.  Employees participate in Social Security. 

Holidays - Twelve per year. 

Paid/Sick Leave Program provides a combination of flexible sick leave and vacation benefits.  

Deferred Compensation Plan is coordinated with the cafeteria-style insurance reimbursement plan.  

Medical, Dental and Optical Insurance - $1,700 cafeteria-style plan provided for employee and dependent 
insurances.  

Flexible Benefits Program allows an employee to set aside pre-tax dollars for eligible dependent care 
expenses and health care premiums.  

Life Insurance coverage is provided by the City in an amount equal to an employee's annual salary. 
Additional voluntary life insurance is available.  

Long Term Disability is provided by the City at no cost to the employee.  

Educational/Tuition Reimbursement available up to $2,000 annually. 

Work Schedule - 4/10 work schedule - Monday - Thursday, 7:00 a.m. - 5:30 p.m.. 

Employee Assistance Program is available through Unum. 

Payroll Deduction and Direct Deposit is available on an individual basis. 

ADDITIONAL APPLICATION INFORMATION 

Applications are available on the City’s website at www.lomalinda-ca.gov or may also be 
obtained from the City of Loma Linda Human Resources Office, 25541 Barton Road, 
Loma Linda, CA  92354, by calling (909) 799-2814, or by e-mail from 
bnicholson@lomalinda-ca.gov The completed application and supporting documents 
must be received in the Personnel Office by 5:30 p.m. on Thursday, July 16, 2020.  A 
completed City application and resume can be emailed to: Barbara Nicholson, 
bnicholson@lomalinda-ca.gov. Applications are also accepted by mail or at the counter.   
Mailed applications must be received by the final filing date.  Separate applications must 
be filed for each job classification.   

ABOUT THE CITY 
 

Loma Linda is a balanced blend of quality residential, 
industrial, and commercial developments.  Residents 
enjoy the range of amenities for which Southern 
California is famous.  The community offers gracious 
living with hillside homes that provide a panoramic 
view of the valleys and mountains. 
 
Loma Linda is freeway close to beaches, mountains, 
ski and desert resorts.  There are several colleges 
and universities within commuting distance of the 
City.  Loma Linda is also the home of the world-
renowned Loma Linda University Medical Center. 

 
Located in the Redlands/San Bernardino area, 60 miles east of Los Angeles, Loma Linda has a 
population of 22,500 and encompasses 7.8 square miles.  The Civic Center houses City offices, the 
Chamber of Commerce, Senior Center and the San Bernardino County Branch Library. 
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