
Human Resources Department 

 
Departmental Programs 

• Personnel Services  
• Risk & Benefits 

 

Department Description 
The Human Resources Department serves as a support system and partner to other City 
departments by managing the employee recruitment and development activities including the 
oversight of applicant screening and tracking, successor planning and affirmative action and EEO 
compliance. Other major functions of the Department are to implement and maintain a job 
classification system that is relevant, flexible and fair, and to administer and oversee the City’s 
compensation practices to ensure compliance with State and Federal compensation regulations and 
to develop competitive compensation strategies that will enable the City to attract and retain talented 
employees. 

We strive to work collaboratively with the City's collective bargaining units in administering the labor 
contracts, resolving disputes and handling grievances.   Key to building positive relationships with all 
employees is the development and implementation of equitable employment policies, performance 
management practices, employee recognition programs, and the City’s training program, including 
new employee orientation, supervisory development, and other mandatory and discretionary 
training.  

The Human Resources Department manages the City’s benefits programs, including retirement, 
health, life and disability insurance, employee assistance and employee leave administration.  The 
Department is also responsible for City-wide risk management, including loss prevention planning, 
workplace health and safety, litigation coordination, and workers compensation, insurance and 
liability claim administration.    

 

Mission 
The Mission of the Human Resources department is to support and develop the City’s most 
important resource, our employees.  The Human Resources Department serves the organization by 
providing professional organizational development & technical counsel, strategic guidance, service, 
leadership and training for issues related to the City’s work force to our partner departments.  

 

Outcomes 
 Provide our customers with creative, legal, fiscally sound and technically expert solutions to 

their personnel, risk and benefit needs.  
 Provide innovation and leadership in enriching our employees’ work environment. 
 Provide innovation and leadership in Human Resources management that supports the 

City’s goal of a financially stable organization. 
 Be a leader in enhancing and diversifying the culture of the organization. 
 Be recognized as an advocate for employees and City management alike.  

  



FY11 OPERATING BUDGET - General Fund  $ 31,255,242 
Human Resources:   $ 403,304      
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FY11 OPERATING BUDGET - All Funds  $ 79,022,511 
Human Resources:   $ 1,221,072      
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Human Resources Department 

Financial Summary 
    Actual     Actual     Amended    Adopted 
    FY08    FY09    FY10*    FY11  

Expenditures by Category:         
Personal Services  $     571,593  $     641,184  $     562,184   $     548,097  
Materials and Services         409,125 

 

        661,819 
 

        811,276 
 

        672,975  

Total  $     980,718  $  1,303,003  $  1,373,460   $  1,221,072  

          
Expenditures by Fund:         

General  $     460,407  $     523,604  $     449,564   $     403,304  
Insurance         515,329         778,835         915,896          812,568  
Vehicle and Equipment             4,983 

 

               564 
 

            8,000 
 

            5,200  

Total  $     980,718  $  1,303,003  $  1,373,460   $  1,221,072  

  
Expenditures by Sub-Program:      

Personnel Administration  $     400,866  $     473,188  $     404,785   $     361,365  
Support Services           30,808           26,881           29,239            23,599  
Citywide Training           33,716           24,100           23,540            23,540  
Employee Benefits         291,202         398,541         514,329          538,104  
Risk Management         153,176         286,284         195,979          186,701  
Workers Compensation           70,951 

 

          94,009 
 

        205,588 
 

          87,763  

Total  $     980,718  $  1,303,003  $  1,373,460   $  1,221,072  
       

 * Amended as of June 7, 2010 
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Human Resources Department 

FTE Summary by Fund 
          

Number of Full-Time Equivalents   Actual    Actual   Adopted   Adopted  
  FY08    FY09    FY10   FY11  

General 3.80 3.05 3.05 3.25 
Insurance 3.20 2.95 2.95 2.75 

Total Full-Time Equivalents 7.00 6.00 6.00 6.00  
    

Position Summary 
      

Job Title/Classification:   Actual    Actual   Adopted   Adopted  
  FY08    FY09    FY10   FY11  

Clerk 3 2.00 1.00 1.00 1.00 
Departmental Assistant 1.00 1.00 1.00 1.00 
Human Resources Analyst 2.00 2.00 2.00 3.00 
Human Resources Director 1.00 1.00 1.00 1.00 
Human Resources Manager 1.00 1.00 1.00 0.00 
Total Full-Time Equivalents 7.00 6.00 6.00 6.00  

  



 

 

 

 

 

 

 

 

 
 

 
 

 

 

  



Human Resources Department 

Program:  Personnel Services 
Personnel Services is responsible for providing several services to internal and external 
customers: 

• Citywide recruitment and employee development activities, which include: strategic 
planning to meet Citywide staffing needs and applicant pool development; oversight of 
applicant screening and selection; successor planning; affirmative action and EEO 
oversight; and applicant tracking. 

• Collective bargaining oversight, labor contract administration, dispute resolution and 
grievance handling, and employee litigation coordination. 

• Employment policy and practice administration, including policy development, manager 
and employee consultation, performance management practices, discrimination and 
harassment complaint investigation, and the employee recognition program’s 
administration. 

• Pay practice oversight, including compliance with of State and Federal compensation 
regulations and with collective bargaining agreements, the development of competitive 
compensation strategies, the evaluation of relevant labor markets,  and job classification 
development and maintenance.   

• Citywide training programs including new employee orientation, successor planning, 
supervisory development, mandatory and discretionary training, employee development 
planning and counseling 

• Maintenance of City personnel records, including ADA medical records compliance, 
performance records, personnel action administration, risk & workers compensation 
records, records retention compliance, and HR’s database.  

 

Budget Highlights:   
During FY08 Human Resources launched a comprehensive classification and compensation 
study for general service employees.  Due to the turnover of several staff positions (i.e., the 
Human Resources Director, the Human Resources Manager and one Human Resources 
Analyst), this study will be completed in FY10 with final recommendations for implementation.  
Human Resources hosted the second annual management conference and have begun the 
third annual supervisory academy. 

 
Service Level Changes:   
After having to postpone several projects due to staff changes and reductions and the region's 
weak economic outlook, Human Resources is gearing up to revitalize our service delivery and 
be a more active partner in making the City a preferred place to work. A reorganization of the 
department is underway with the creation of a flatter, less hierarchical structure that will enable 
us to be more flexible and responsive to our clients.  

 
 

  



Program Performance Indicator: 

Council 
Goals Key Processes Measurement 

Methods 
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Baseline 
FY11 
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Recruitment and Selection: Enhance & 
diversify the organizational culture   

Percent of 
qualified 

applicants who 
meet City's 
workforce 

diversity goals. 

No Data  7% 

Classification & Compensation:  Pay 
plan is accurately adjusted in local 

market 

Percent of new 
employees hired 
at mid‐step or 

lower 

No Data  90% 

 

  



Human Resources Department 

Program:  Risk & Benefits Services 
Risk & Benefits is responsible for benefits programming which include retirement, health, life 
and disability insurance, employee leave administration, employee assistance programming, 
and Federal- and State-mandated benefits such as FMLA/OFLA and military leave. 

In addition, staff also provides Citywide risk programming, including litigation coordination, 
workers compensation administration, City property and liability insurance coverage 
administration, liability claim administration, workplace health & safety coordination, OSHA 
compliance, coordination  of City Risk & Safety committees, risk training, loss prevention 
planning, and risk records administration. 
 

Budget Highlights:   
The City of Springfield's Wellness Center for employees continues to enhance employee 
productivity and wellness, especially with the support of our Wellness Coordinator for weight 
loss and fitness programs.  Continued efforts at minimizing time loss due to on-the-job injuries 
has resulted in a dramatic reduction in workers compensation costs.     

 
Service Level Changes:  N/A 
 

 

Program Performance Indicator: 
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Benefits:  Provide  creative, legal, 
fiscally sound and technically expert 
solutions to benefit needs 

Percentage of 
employees who 
rate service at 
good or better. 

No Data  Good 

Risk Management:  Support our 
employees' work environment 

Percent of claims 
submitted to 
carrier within five 
days after being 
received by HR  

No Data 
5 days or 

less 

  



 

 

 

 

 

 

 

 

 
 

 
 

 

 

 


