Department Services and Current Service Levels - Human Resources

General Fun

d

Other Funds

Budget

FTE

Revenue
Offset

Notes

Cost Center

Program/Service

Customer Type

Customer(s)

Current Level of Service (Describe)

$219,206

1.65

1250-
Human
Resources

Administration

Internal

Employees

Provide vision and leadership to division including
administrative support.

$656,765

2.7

Includes $344,000
Citywide benefit costs
in FSA, EAP, Commuter
and one-time Tuition
of $250,000

1250-
Human
Resources

Benefit Plan Management

Internal

Employees, retirees
and ex-employees

Secure and provide a comprehensive and competitive
benefit package to include health, dental, vision,
employee assistance, retirement, and voluntary
benefits annually. Day to day administration of the
City's benefit programs including the medical plan with
premiums of $18 million. Ensure compliance with
various Federal and State laws governing healthcare to
minimize risk and ensure lawful coverage and benefit
administration daily. Provide benefit plan guidance
including addressing and resolving benefit coverage
issues daily. Provide information and educate
employees regarding benefit plans to increase
utilization and understanding daily. Ensure
appropriate eligibility information is submitted to
vendors on a weekly basis. Administration of general
leave programs inclluding FMLA, Short Term Disability,
and ADA. Process applications and exit interview
process for ASRS and PSPRS retirements on a
daily/weekly basis. Administer COBRA program on a
monthly basis. Act as Secretary of Local Public Safety

$187,959

1250-
Human
Resources

Compensation and Classification

Internal

Employees

Maintain a competitive compensation program
through annual market studies of over 130
benchmarked positions, maintaining updated job
descriptions, reclassifications, organizational
restructuring and best-practice compensation
methods in accordance with Federal, State and City
Rules and Ordinances. In FY 08/09, 100 individual
classifications were reviewed in addition to the market
studies. To date, over 35 have been reviewed or are
pending review. In addition a review of over 20
maintenance classifications were studied to ensure
naritv on a Citvwide basis
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Department Services and Current Service Levels - Human Resources

General Fund

Other Funds

Budget

FTE

Revenue
Offset

Notes

Cost Center

Program/Service

Customer Type

Customer(s)

Current Level of Service (Describe)

$103,364

1250-
Human
Resources

Employee Programs Administration

Internal

Employees

Wellness program monthly, discount program weekly,
blood drives quarterly, employee recognition monthly,
employee council monthly, tuition assistance program
daily, bi-lingual pay program daily. $5,000 was
reduced from the wellness program in FY 08/09.

$55,433

0.8

1250-
Human
Resources

HR Front Desk Service (reception)

Internal

Employees

Provide customer service by phone and in person to
employees and general public daily. Completion of
clerical duties for HR staff daily.

$361,701

4.05

1250-
Human
Resources

Human Resources Technology
Management, Records Management and
Personnel Action Administration

Internal

Employees, retirees
and ex-employees

Ensure all City's HR Information Systems are
maintained, upgraded and configured to streamline
business processes including personnel action
processing required to comply with MOUs and to
administer personnel actions. In FY 08/09, 4,393
personnel actions were processed. Train end users on
a daily basis. Complete requests for records in
compliance with public records law; maintain legal
compliance for records retention, complete federal
EEO-4 reporting on a bi-annual basis, complete
employment verifications daily, maintain records in
compliance with HIPAA regulations. Administer
unemployment claims daily. In addition to day-day
functions, major projects, such as the Time and Labor
project which was completed in 2009, are completed
to improve business processes. One FTE was

$231,522

1.65

1250-
Human
Resources

Labor Relations & Employee Relations

Internal

Employees

Negotiation of MOU's with bargaining groups.
Monitor contract compliance. Facilitate Labor-
Management committee and investigations, provide
facilitation services for MOU grievances and
arbitration cases. Investigate complaints; advise on
employment law matters; administer fact findings,
grievances, investigations; administration of general
leave programs including FMLA, ADA and disability
programs; conduct for cause drug screens as required.
Interpretation of Personnel Rules, policies and HR laws
daily act as Secretary to the Employee Council and
Merit Board.

$354,526

1250-
Human
Resources

Recruitment/Selection

Internal

Employees

Develop and conduct legally defensible, diversity
driven recruitments including conducting background
investigations, testing, participating in selection
committees and maintaining the web-based applicant
tracking system. Over 7,000 applications were
processed in FY 08/09. To date, over 3,500
applications have been processed in 51 recruitments.
$100,000 of the Citywide advertising budget and
$5,000 pre-employment testing costs were eliminated
in FY 08/09 budget.
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Department Services and Current Service Levels - Human Resources

General Fun

d

Other Funds

Budget FTE Revenue |Notes Cost Center Program/Service Customer Type Customer(s) Current Level of Service (Describe)
Offset
$109,429 1.05 1250- Training (Employ Law & City policies) Internal Employees Ensure compliance through employee training with
Human Federal and State laws, Personnel Rules, Regulations,
Resources Policies, local ordinances daily and through scheduled

classroom training.
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