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Staff from left to right:

La’Sha Shepeard, Human Resources Consultant

Annette Lanham, Senior Human Resources Consultant
Alicia Nolan, Director of Human Resources

Rachelle Frank, Organizational Development Coordinator
Janice Doro, Payroll Coordinator
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Appraisal

» An ongoing task is
processing employee
appraisals.

* Notifications are sent
out to department
directors about a
month prior to when
the appraisal is due.

» Reminders are sent
out as well for those
appraisals which are
overdue. The process
does not end until the
completed appraisal is
returned and
administratively
processed. As part of
the performance
appraisal process, the
job descriptions are
reviewed by
supervisors and
revised as needed.
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e The Human
Resources staff assists

Employment
Issues

Directors and

Supervisors in a

number of

employment related

issues, including:

* hiring

* terminating

* disciplining

« and other personnel
related matters.

Human Resources
and Legal assisted
departments with 53
written and above
disciplinary actions.
The disciplinary
actions ranged from
written warnings to
terminations.

* The Human

Personnel Manual

Resources
Department worked
with the Personnel
Manual Review
Committee and
completed the annual
review of the
Personnel Manual;
changes received
approval by the City
Council. The
Personnel Manual is
accessible on
SharePoint.
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* Payroll is an ongoing task processed
bi-weekly. The Employee Online
program was implemented in Fall,
2017, which allows employees access
to their pay check and other

information.

Payroll

New Employee Orientation is an

. . ongoing task conducted bi-weekly on
Tl‘alnlng & the first day of pay period. HR staff

Development conduct NEO to help new employees
complete all the necessary paperwork
to begin employment.

* The HR staff assisted our employee
and/or retirees with their changes or
other requests on their benefits plans.

1 * Provided information or evidence of
upniic
. former employees requested from
Relations external agencies.

» Answered phone calls, emails or visitors
and provided requested information for
our employees or external clients.
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pressure, glucose and cholesterol screening. Employees use their health
screening information to voluntarily complete an on-line Health Risk
Assessment. However, those that choose not to participate in the biometric
screening were charged a $50/ month surcharge.

Several other employee benefit vendors took part in the Health Fair,
including CIGNA, LAGERS, ICMA-RC, MOST/Upromise, Colonial Life,
and Nationwide, as well as other local businesses and vendors.
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bker/consultant. CBIZ also provides miq
employee benefits as well as regulatory affa
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Total
number
of jobs

posted 1n

2018
221

Average
number of
applicants

recerved

per month
in 2018
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380
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Total
number of
new
employees
processed
in 2018

243
\_ /




NEOGOV.

NEO - Once a candidate is selected, has passed through the pre-
employment process and is hired, they are scheduled for New
Employee Orientation, generally on the first day of employment.

hiring department chooses. '

Other Supports - Staff support continues through the entire period
of active employment and often extends beyond in the form of
benefits to retired members, and continuation of benefits for
employees leaving for other reasons.
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ee testing sessions were conducted on Apri pri

of 18 candidates took the written test on April 25, 2018, with 15 passing and
advancing to the physical agility testing. On April 26, 2018, an additional 11
candidates took the written test, with 10 passing and advancing to the physical
agility testing. All 25 candidates passed the physical agility test. The second
testing session was conducted on September 5, 2018. During the morning
session, 23 candidates took the written test, with 20 passing and advancing to
the physical agility test. Of those 22 candidates, 20 passed the physical test.
During the afternoon session, 19 candidates took the written test, with 16
passing and advancing to the physical agility test. Of those 16 candidates, 15
passed the physical agility test.

Human Resources staff, with the help of staff members from the Police
Department, administer the entry-level testing for police. All tests involve
planning several months in advance, lots of coordination, organization and
correspondence. The process involves such activities as scheduling the testing
sessions, posting the positions, notifying the applicants, ordering tests, grading
tests, compiling results, and computing other factors that count in the final
score.
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supervisors and/or employees as appropriate. Included among these are
year-end reports on vacation leave, reminders on “use it or lose it” vacation
accruals, personal-use vehicle notices, medical leave conversion, Medicare
Part D notices and flexible benefit programs, just to name a few.

* Certain programs require consistent involvement or intervention by
staff. These intensely managed programs include health, dental , vision,
group term life, deferred compensation, ROTH IRA, Flexible Benefit,
FMLA, DECAF, supplemental term life, cancer and universal life

programs.
These programs are primarily administered by the Director of Human
Resources and the Human Resources Consultants.
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* Research, study and formal classes are necessary in order to keep
current on the many employment laws that impact employees.

Coordination with outside agencies and legal counsel on
complaints/lawsuits as they arise with assigned attorneys on
litigated matters requires focused attention while such issues are
active.

GASB 45 report is completed annually which collects information
about the City of St. Joseph , Missouri post-retirement medical
plan.
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* Reconciliation of five monthly insurance invoices (involve 60
separate cycles each year) is vital to ensuring the accuracy of all the
related benefits programs.

The preparation of the HR Annual Report requires a cumulative
effort of approximately one week each year.

HR plans and coordinates special wellness classes, flu/pneumonia
shots as well as 457 plan/ROTH meetings and workshops.

Missouri
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processed 26 payrolls for active City employees annually
processed quarterly payrolls for Fire COLA/Fire Consultant
processed 1100+ W2s in 2018

completed Annual Census Survey of Public Employment &
Payroll

processed quarterly Multiple Worksite Report
processed monthly Lagers Pension Report
processed monthly U.S. Bureau of Labor Statistics Report

processed quarterly Missouri Employment Security Contribution
& Wage Report

processed Federal 941 Tax Report quarterly
processed bi-weekly MO New Hire Reporting
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2014 | 2015 | 2016 | 2017 | 2018

278

Demotions

Suspensions

251 243

175 107

#of
Employees
0-9
10-19
20-29
30-39
A0+
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		2014		121

		2015		124

		2016		138

		2017		125

		2018		127
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Hiring Actions
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Sheet1

				Hiring Actions		Departing City Employment		Promotions		Transfers		Demotions		Suspensions

		2014		213		164		29		6		3		27

		2015		278		207		36		4		2		14

		2016		233		200		57		2		2		26

		2017		251		175		36		7		1		40

		2018		243		107		46		7		1		28






Years of Service by Department

Administrative Services Department City Clerk’s Office '

0% 0% 0%

City Manager’s Office ' Legal Department
City of
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Years of Service by Department

Fire Department Health Department

0%

City of
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Years of Service by Department

Planning & Community
Development Department

. Public Works Department '

0%
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