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EMPLOYEE ENGAGEMENT SPECIALIST 126 

 
MAJOR FUNCTION 
This is technical and professional work coordinating a variety of Human Resources and Workforce 
Development (HRWD) programs and administrative activities. An employee in this job class takes the 
lead in managing and facilitating specific programs and initiatives, while assisting other professional 
and administrative staff members in developing, formulating, and implementing other HRWD 
programs, on-going departmental administrative activities, and report preparation. Work is performed 
under the administrative direction of the HRWD Recruitment and Engagement Administrator and 
requires independent initiative and sound judgment. 
 
ESSENTIAL AND OTHER IMPORTANT JOB DUTIES 
 
Essential Duties 
Manages the research, evaluation, development and coordination of city-wide employee engagement 
initiatives and events. Manages the coordination, evaluation, development of the city’s rewards and 
recognition program. Manages and coordinate compiling reports on participation and providing 
recommended changes to the tuition reimbursement program. Coordinates the needs of departments 
to deliver employee engagement strategies by. Assists with all aspects of the City-wide employee 
engagement and training programs. Coordinates the work of professional and clerical staff, as 
needed, in carrying out assigned responsibilities. Plans, assigns, and reviews the work of clerical 
and/or professional staff engaged in general or specialized activities related to administrative 
functions and services of the department. Performs related work as required. 
 
Other Important Duties 
Assists with programs related to Employee Engagement. Assists with the general activities, programs 
and initiatives of the division as assigned. Performs related work as required.   
 
DESIRABLE QUALIFICATIONS 
 
Knowledge, Abilities and Skills 
Knowledge of program management. Knowledge of various employee engagement initiatives and 
strategies, including industry-wide accepted methods and practices. Knowledge of methods and 
techniques used to establish and maintain effective work relationships. Ability to plan, develop, and 
implement employee events. Ability to conduct training programs on a variety of subject matters. 
Ability to prepare written technical reports and recommendations. Ability to communicate clearly and 
concisely, orally and in writing. Ability to maintain effective working relationships as necessitated by 
the work. Skill in the use of microcomputers and the associated programs and applications necessary 
for successful job performance. 
 
Minimum Training and Experience 
Possession of a bachelor’s degree in human resources, business or public administration, marketing 
or a related field and four years of experience in human resources, marketing, personnel, program 
management, event planning; or an equivalent combination of training and experience. 
 
Necessary Special Requirement 
Must possess a valid Class E State driver's license at the time of appointment. 
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