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ALABAMA ADMINISTRATIVE OFFICE OF COURTS 
300 Dexter Avenue 

Montgomery, Alabama 36104-3741 
(334) 954-5000 

 
JOB ANNOUNCEMENT 

 
Personnel Analyst I (AOC) – 04030 

(Salary Range:  $45,556.80 - $76,166.40) 
 

Position Overview 
 The Alabama Administrative Office of Courts (AOC) is currently accepting applications from 

qualified individuals to fill a vacancy in the class of Personnel Analyst I with the Administrative 
Office of Courts in Montgomery, Alabama.  Applications for this position will be accepted until 
July 17, 2026, or until position is filled. 

 
NOTE: This is beginning level professional work in personnel administration.  Employees in 
this class work under close supervision of a professional superior in the performance of technical 
work in classification, recruitment, or a similar phase of the personnel process. Employees are 
expected to gain experience in the professional aspects of public personnel administration and as 
they progress are expected to handle somewhat complex and responsible personnel assignments 
unassisted and in an independent manner. Positions may be assigned responsibility for providing 
general personnel services to designated departments which do not require technically 
demanding or complex services. Work may involve giving work assignment to clerical 
subordinates. Work is checked by a professional superior occasionally during its progress and 
thoroughly upon its completion.  
Collects, compiles, and summarizes salary data relating to specific classes or groups of classes.  

 
 

 
Key Responsibilities 
 
(May not include all of the duties listed, nor do the examples cover all of the duties which may not 
be performed). 
 

• Participates in test validation studies by obtaining and editing task and KSA (knowledge, 
skill and ability) statements from job incumbents, subject to the technical review and 
direction of higher-level analysts. 
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• Assists in examining duties statements and interviewing employees to determine proper 
allocation of jobs to classes; recommends allocations, subject to review by a higher-level 
technician or administrative officer writes preliminary class specifications. 

• Collects, compiles, and summarizes salary data relating to specific classes or groups of 
classes. 

• Collaborate with the payroll section to ensure accuracy of HR personnel actions. 
• Performs related work as assigned. 

 
Required Knowledge, Skills, and Abilities 
 

• Working knowledge of the principles and concepts of personnel administration. 
• Working knowledge of governmental organization and of the functions, programs, and 

services of government. 
• Some knowledge of statistical concepts and methods used in examination processes and 

in pay survey work. 
• Ability to arrive at judgments after analysis and evaluation of data. 
• Ability to establish and maintain effective working relationships with superiors, 

associates, and departmental officials. 
• Ability to present ideas effectively, orally, and in writing. 

 
Minimum Qualifications 
 
Any combination of training and experience equivalent to: 
Graduation from a four-year college or university with specialization in human resources 
management, public or business administration, or related field of study. 
 
Work Location 
Administrative Office of Courts 
Montgomery, Alabama 
 
Benefits 
 
Depending on job type, employees could be offered a competitive benefits package which includes 
health, dental, and life insurance, paid annual and sick leave, paid holidays, and a retirement 
program. 
 
 
I-9 
 
Prior to your employment, you will be required to provide to your employer documentation of 
your identity and employment eligibility in order to comply with the Immigration Reform and 
Control Act of 1986. 
 
E-Verify 
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E-Verify is a web-based system that allows enrolled employers to confirm the eligibility of their 
employees to work in the United States. E-Verify employers verify the identity and employment 
eligibility of newly hired employees by electronically matching information given by employees 
on the Form I-9, Employment Eligibility Verification, against records available to the Social 
Security Administration (SSA) and the Department of Homeland Security (DHS). 
 
 
 
Background Check 
 
Employment may be conditional upon the potential employee passing a background check. 
Candidates will be asked to provide consent prior to the administration of background checks. 
 
Equal Employment Opportunity 
 
Discrimination against any person in recruitment, examination, appointment, training, promotion, 
retention, discipline, or any other aspect of personnel administration because of political or 
religious opinions or affiliations or because of race, national origin, or any other non-merit factors 
is prohibited. Discrimination on the basis of age, sex, or physical disability is prohibited except 
where specific age, sex, or physical requirements constitute a bona fide occupational qualification 
necessary to proper and efficient administration. 
 
Request for Accommodation 
 
Under the Americans with Disabilities Act, it is the responsibility of the applicant with a disability 
to request accommodation which he/she requires in order to participate in the application or 
examination process. The AOC Human Resources Division reserves the right to require 
documentation of the need for accommodation under the ADA. In order to request accommodation 
in the application or testing process, contact the AOC Human Resources Division. 
 
 
Contact Information 
 
It is your responsibility to provide accurate contact information (address, phone, email) so that we 
can contact you about jobs you are interested in. 
 
How to Apply 
 
Qualified individuals should complete the Alabama Unified Judicial System’s Employment 
Application Form PERS 22 Rev. 10/19 
 

RESUMES WILL NOT BE ACCEPTED AS A SUBSTITUTE FOR A COMPLETED 
APPLICATION FORM. Applications for this position will be accepted until July 17, 2026. 

 
 

PLEASE FORWARD ALL MATERIALS BY EMAIL TO: 
 

https://eforms.alacourt.gov/media/oihbldem/employment-application.pdf
https://eforms.alacourt.gov/media/oihbldem/employment-application.pdf
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Recruitment@alacourt.gov  
 

Please include “Personnel Analyst I Position ” in the Subject Line of the email. 
 

OR BY MAIL TO: 
 

ADMINISTRATIVE OFFICE OF COURTS (AOC) 
ATTN: HUMAN RESOURCES DIVISION  (04030) 

300 DEXTER AVENUE 
MONTGOMERY, ALABAMA 36104-3741 

 

mailto:Recruitment@alacourt.gov

