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ROLES OF HUMAN RESOURCES

• Policy Development and Compliance

• Organizational Development

• Budgeting for positions

• Job analysis and design 

• Change Management

• Compensation and Benefits

• Annual Pay increases

• Temp promotions

• Longevity increases

• Labor Law Compliance

• Recruitment and Hiring

• Employee Relations

• Performance Management

• Behavior Management

• Investigations

• Labor Relations

• Grievances

• Collaboration and engagement

• Data and Analytics Management

• Advice and Counsel on Personnel 

Matters to all levels



ROLE OF RECRUITMENT

1) Communication w/ hiring 

manager

2) Position Justification review 

3) Job description review/revision

4) Communication w/ union

5) Job posting 

created/posted/tracked

6) Applicants Screened

7) Applicants submitted to Hiring 

Manager for review

8) Applicants contacted/interviews 

conducted 

9) Applicants selected

10)Wage level determined 

11)Backgrounds/DMV

12)New Hire Orientation

13)HR/Payroll set up



2020 REGULAR HIRES

40

20

13

8

1 1

VACANCY REASONS

Resigned/Retired

Promotions

New position either by

budget, Sr. Captain

promotions, or change in

dept structure

Administrative Term

Layoff

Lateral Transfer

1 5

46

26

1 4

RESULT OF POSITION AFTER VACANCY

Not posted (Enterprise App

Developer)

Eliminated/Combined into

other Positions

Regular New Hires

Promotions

Voluntary demotion

Lateral transfer

83 Total Positions



2020 OTHER HIRES

• Volunteers Hired = 77

• Seasonal Position Hires = 45

• Temporary Position Hires = 39

• Election Worker Hires = 144



Significant Accomplishments



IMPLEMENTED NEW 

HEALTH CARE PLAN

• Held several Health Care training sessions 

• Re-wrote the Health Care plan to match the elimination 

of the traditional Plan and add the revised High 

Deductible Plan 

• Added a mail in prescription for maintenance drug 

program 



IMPLEMENTED EMPLOYEE 

RECOGNITION PROGRAM

• Years of Service coins  (1, 5, 10, 15, 20, 25 years)

• Monthly Digital Bulletin Board display of career landmarks

• Retirement plaques (30 years or retirement)

• Exemplary Service recognition coin and certificate for 

Outstanding Service 



HR / PAYROLL CONVERSION 

FROM GEMS TO CITYSUITE

• Yearlong complex implementation process, go live was 

Sept 2020

• Currently only contains 2020 HR position/payroll history

• Ongoing project to import employee HR/payroll history 

starting with 2019

• GEMS data is unreliable creating an extensive amount of 

manual data audits and data entry



PERFORMANCE EVALUATION 

PROGRAM

• Created and implemented a new comprehensive annual 

performance evaluation plan

• Will complete an Evaluation on all FT and PT employees 

by the end of May 2021.

• Required Annually

• Strong Safety Focus



MANAGEMENT THROUGH COVID

• Created protocols for testing and RTW of exposed employees based on CDC 

and other guidance 

• Collaborated to create a hardened interface to protect customers and 

employees on initial pandemic 

• Developed and implemented Work at Home Authorizations 

• Oversight of continuous sterilization of borough facilities     

• Added two Temporary employees to accomplish increased workload

• Managed leave and travel restrictions 



ONGOING PROJECT

Onboard – Electronic New Hire Processing

• Integrates directly from Applicant tracking platform, enables new 

hires to move directly into the onboarding process

• Flexible and secure way to obtain new hire paperwork and track 

policy acknowledgements

• Will streamline the process for electronic storage of HR personnel 

files as documents are already digital

• Complex implementation



UPCOMING PROJECTS

• Implementation of electronic badge system

• Implementation of pre-employment drug testing

• Soliciting for a Health Care Third Party 

Administrator

• Relocating the Seward Annex to Bear Creek 

facility



Budget



HOMER / SEWARD ANNEX

PERFORMANCE MEASURES



BUDGET 

DETAIL

FUND 100
Department 11230

HUMAN RESOURCES - ADMINISTRATION



PRINT SHOP

PERFORMANCE MEASURES



BUDGET 

DETAIL

FUND 100
Department 11233

HUMAN RESOURCES – PRINT/MAIL



CUSTODIAL MAINTENANCE

PERFORMANCE MEASURES



BUDGET 

DETAIL
FUND 100
Department 11235

HUMAN RESOURCES –

CUSTODIAL MAINTENANCE



BUDGET 

DETAIL

FUND 100

HUMAN RESOURCE DEPARTMENT TOTALS



SCHOOL FUND - CUSTODIAL MAINTENANCE

PERFORMANCE MEASURES



BUDGET 

DETAIL
FUND 241
Department 11235

HUMAN RESOURCES –

School Fund Custodial Maintenance


