
 

Company: Metro 
Position Title: Human Resources Program Technician – Leaves of Absence 
 
Deadline to apply: October 29, 2019 
Salary: $29.39 - $39.98 hourly 

POSITION SUMMARY: 
This position is expected to be filled at a 1.0 FTE (40 hours per week). It is currently budgeted at 0.8 FTE 
(32 hours per week) and is eligible for full-time benefits. The additional 0.2 FTE (8 hours per week) is 
pending Metro Council approval in November 2019. 
 
Metro Human Resources is seeking a Program Technician on the Total Rewards team. This individual 
provides program and administrative support that directly impact our employees – by making Metro a 
better place for those who are making our region a better place. This position performs the 
administrative functions related to Metro's leave of absence, light duty and return to work programs.   
  
The person in this position will work closely with other Human Resources staff to ensure the accuracy of 
data and efficiency of processes and provide administrative support, including committee support, 
correspondence and customer service. Work will include confidential data and records, including those 
related to collective bargaining. Familiarity or experience with People Soft and Kronos HRIS systems will 
be useful. 

At Metro, we hire a workforce representative of the communities we serve, understanding that a 
diverse workforce strengthens our organization. We value diversity and support a positive and 
welcoming environment where all of our employees can thrive. 
 
MINIMUM REQUIREMENTS: 
Two (2) years of directly related professional experience and a Bachelor's degree in a field closely 
related to assigned responsibilities or professional certification related to the job's duties and; or any 
combination of education and experience which would provide the applicant with the desired 
knowledge, skills, and ability required to perform the job. 
  
Preferred: 

 experience with PeopleSoft and Kronos HRIS or other informational data program(s) 
 experience with FMLA/OFLA, workers comp and/or experience proving HR related support in a 

union environment. 

To apply: visit www.oregonmetro.gov/jobs  for the complete job announcement and a link to our online 
hiring center.  

Application requirements 
1) Electronic application, 2) answer to supplemental questions, 3) resume and 4) cover letter 
describing your qualifications as they relate to the duties of this position. 

Metro is an Equal Opportunity/Affirmative Action Employer 

http://www.oregonmetro.gov/jobs

