Human Resources Specialist

Job ID 32381 Full/Part Time Full-Time
Location 899 N. Capitol Street NE Regular/Temporary Regular
Date Opened 05/07/2026 Area of Consideration Open to Public
Date Closed 05/17/2026 Agency Alcoholic Beverage and Cannabi
Minimum Rate $80,783.00 Grade 12
Maximum Rate $103,333.00 Bargaining Unit CH11
Target Openings 1 Type of Appointment Career Service - Reg Appt

Available Openings 1
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General Job Information

Job Summary_

This position is in the District of Columbia’s Alcoholic Beverage and Cannabis Administration (ABCA). The mission of the At
the public’s health, safety, and welfare through the control and regulation of the sale and distribution of alcoholic beverages and medical cannabis

The incumbent is responsible for providing the full range of technical, assistance, guidance and advisory services to managerial, supervisory, and
staff in the management of human resource activities for the agency; and resolving human resource and administrative issues/problems which he
the stimulus of resourceful leadership.

The work involves the development and submission of HR (personnel action) requests related to recruitment, staffing, position classification, emp
relations, training, record management, incentive awards, proposals for adverse action, grievances and appeals, performance evaluations, tours «
pay administration, and other human resource matters.

Duties and Responsibilities

Serves as a senior Human Resources Specialist, providing authoritative advice to leadership and managers, ensuring continuity of operations by
the HR Manager.

Manages the full recruitment and staffing lifecycle, including position description development, classification coordination, job announcements, ca
interviews, background checks, offers, and representation at job fairs.

Directs onboarding and offboarding processes and oversees performance management by advising on evaluations, ensuring legal compliance, a
employee development through training design, implementation, and monitoring.

Provides expert guidance on employee relations by assessing and resolving workplace concerns, conducting investigations into harassment and
delivering findings and recommendations to leadership.

Ensures agency compliance with EEO, affirmative action, ADA, collective bargaining, and labor laws; develops and monitors the ADA plan, suppc
negotiations, and advises on policy and regulatory changes.

Conducts organizational research and analysis, including compensation and workforce studies; recommends HR technology solutions; and drafts
procedures, communications and preforms other assigned duties.

Qualifications and Education

This position requires at least one (1) year of specialized experience equivalent to the next lower grade level in the normal line of progression. S
is experience which is directly related to the position and has equipped the individual with the knowledge, skills, and abilities to successfully per
position.

A higher-level degree from an accredited college or university is preferred, or an equivalent combination of education and experience.
License and Certification

PHR or SHRM-CP certification preferred

Work Conditions and Environment

The work is generally performed in an office setting or computer laboratory.



Physical Demands: The work is sedentary; however, the incumbent may be required to travel throughout ABCA's office to monitor, install, configu
network.  Position requires long periods of bending and standing. Also, it may be required to lift or ¢
such as papers, books, small IT parts or relocate computers, monitors, terminals, printers and other related equipment weighing up to 30 pounds.

Other Significant Facts

Tour of Duty: This position requires the standard tour of duty.

Pay Plan, Series and Grade: CS-2210-12

Promotional Potential: This position is advertised as a Grade 12 and has no known promotional potential.
Duration of Appointment: Career Service Appointment (Permanent)

Residency Requirement: Applicants claiming “Residency Preference” will be required to maintain residency in the District of Columbia for a r
years. Failure to do so may result in forfeiture of employment.

Position Designation: This position is designated as Security Sensitive and therefore the incumbent of this position will be subject to enhance:
pursuant to Chapter 4 of DC personnel regulations, Suitability.

EEO Statement: The District of Columbia Government does not discriminate or retaliate in employment on the basis of race, color, religion, se
identity and expression, national origin, family responsibilities, political affiliation, sexual orientation, marital status, homeless status, disability
age, membership in an employee organization, participation in a legally protected activity, parental status, matriculation, personal appearanc
status as a victim or family member of a victim of domestic violence, sexual offense, or stalking, military service, or other non-merit factor.



