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JOB TITLE DEPARTMENT REPORTS TO 

  Application Specialist  Human Resources Coordinator of Retention and 
Recruitment 

 

Position No: 77313 Length of Work Year: 12 Months 

Salary Schedule: V0O Date Approved: 8/22/06 

FSLA: Exempt Date Revised: 2/4/2020 
 

JOB GOAL 

To assist with the planning, maintenance, and processing associated with the applicant 
tracking system (ATS), with emphasis on support services. 

 

MINIMUM QUALIFICATIONS 

1. High school diploma or equivalent with a minimum of (3) years’ experience in Human 
Resources; Associates Degree preferred. 

2. Knowledge of computer applications as applicable to job responsibilities. 
3. Effective skills in oral and written communication. 
4. Knowledge of Florida Statutes as applicable to job responsibilities. 
5. Ability to perform the functions of the position. 

DUTIES AND RESPONSIBILITIES 

1. To analyze, verify, and test data to evaluate, troubleshoot, diagnose, and resolve issues 
with the ATS. 

2. To assist with job vacancy postings in the ATS and third-party vendors. 
3. To assist with processing of applications for positions. 
4. To provide technical support and consultation services to departments and schools to assist 

end users with the ATS to ensure productivity. 
5. To provide and maintain access for administration and/or their hiring designee and provide 

training as necessary as related to all aspects of the ATS. 
6. To research, plan, implement, maintain, monitor, and troubleshoot systems as related to 

staffing services. 
7. To collaborate with the ITS Department and third-party vendors regarding software trouble 

shooting. 
8. To assist with compilation and sorting of data, and the preparation of reports. 
9. To participate in the development of specifications and enhancements to current and future 

systems. 
10. To perform assigned tasks in a timely and efficient manner. 
11. To perform assigned tasks with a high standard of quality. 
12. To perform other duties as assigned. 

PHYSICAL DEMAND CLASS: 

Light (L) - Frequent lifting and carrying of objects weighing 10 pounds or less. Infrequent 
lifting and carrying of objects weighing 11-35 pounds. Frequent walking and/or standing is 
required to carry out duties. 

 


