
Human Resources 

DEPARTMENT 
SUMMARY 

Human Resources 

Mission Statement 
Human Resources provides leadership in creating effective relationships among the employees, the City and the 
community through professional services and innovative programs that allow us to select, support and develop a 
workforce that is: Engaged, Forward-thinking, Responsive, Creative, Productive, Value-Driven and Ethical. 

Program Description 
The strategic role of the Human Resources Administration Division is to administer the design and implementation 
of formal policies and procedures, programs, and systems within the City; to ensure that employer-employee 
relations are managed in the most cost-effective and timely manner; to negotiate and implement employment 
terms and policies, including compensation and benefits, that ensure the City's ability to recruit and retain the 
qualified personnel imperative to the delivery of high quality services in a customer-driven service environment. 

The Labor Relations Division is responsible for overseeing and administering the labor relations program for the 
City of Pasadena which includes negotiating and implementing the City's labor agreements with unions, 
developing comprehensive bargaining strategy for presentation to the Council for its approval, and for negotiating 
successor memoranda of understanding (MOU) within Council approved bargaining parameters. This Division is 
also responsible for consulting on labor relations matters and assisting City Departments in resolving grievances 
arising from the application and interpretation of MOU language. 

. The Employee Relations Division serves as a strategic partner in maintaining harmonious relations between 
employees and the City, serving both to protect employee rights while supporting the rights of management to 
carry out the important functions of the City. Through working closely with all City departments, Employee 
Relations stands as a gate keeper against employment litigation through enforcing compliance with federal and 
State employment laws such as Tille VII of the Civil Rights Act of 1964 and the California Fair Employment and 
Housing Act, as well as our local rules found in the Manual of Personnel Rules, Practices and Procedures. In 
addition, Employee Relations investigates discrimination complaints and other allegations of employee 
wrongdoing, recommending and following up on corrective action when appropriate. Employee Relations also 
actively maintains and updates the Manual of Personnel Rules, Policies and Procedures; handles the City's 
unemployment insurance claims; and provides support to the Accessibility 8 Disability Commission through the 
Division's Disability Issues Coordinator. 

The Employment Services Division is responsible for the primary functions of Recruitment and Selection. 
Additionally, this Division provides consultation services to deparlment managers in areas of employment policy 
issues and applicable laws and regulations; oversees employee records management; reviews and approves 
personnel actions; provides job placement counseling and conducts exit interviews. 

The Compensation, Classification, and Benefit Administration Division is responsible for administration of the 
compensation and classification systems, performing market and equity studies, and classification studies. 
Additionally this Division has responsibility for administering and implementing the City's benefit plans, oversight of 
benefit enrollments, and providing consultation to department managers on organizational structure, and to 
employees in the areas of benefits and retirement. 



Human Resources 

The Organization Development and Training Division is responsible for developing organizational performance by 
providing consulting, facilitation and other professional services to departments and for developing individual 
performance by providing education and training services to employees, thereby enhancing the value of the 
workforce. The Division additionally administers the Tuition Reimbursement Program, the New Employee 
Orientation Program, and the Preventing Sexual Harassment training. The Division also provides individual career 
development, coaching and consulting services as required. 

Departmental Relationship to City Council Goals: 
Maintain Fiscal Responsibility and Stability 
The Human Resources Department works in partnership with the City Council in operating a more effective, 
cost-efficient government by providing consultation on policy issues, contractual matters and Federal and 
State employment regulations. Addilionally, the Department works to ensure that employer-employee 
relations are managed in the most cost-effective and timely manner. The Department negotiates and 
implements employment terms and policies that ensure the ability to recruit and retain qualified personnel. 
Achievement of these goals is imperative to the City's ability to provide high quality, customer service to the 
residents of the City of Pasadena. 

Major Accomplishments 
During fiscal year 2009, the Human Resources Department's major accomplishments in specific program areas 
include the following: 

Labor Relations: The Division successfully negotiated a mutually beneficial successor MOU with the Pasadena 
Management Association and the Pasadena Association of Clerical and Technical Employees. Negotiations are in 
progress with the International Union of Operating Engineers, Services Employees International Union, Pasadena 
Police Officers Association and the Pasadena Fire Fighters Association. As part of the Division's goal to 
administer the City's labor relations program in an efficient and cost effective manner, the Division has made 
recommendations for developing and implementing a global bargaining strategy that is fiscally sound and that is 
consistent with the City's long term objectives. Also, it is working to streamline the process for obtaining Council 
approval for bargaining parameters and is continuing to standardize and simplify the MOU format to make Ihe 
contracts easier to use, read and understand. Additionally, Labor Relations has taken a leadership role in working 
with the City's unions to obtain monetary concessions and contract extensions to assist the City in ameliorating its 
budgetary shortfall. 

Employee Relations. The Division continues to be a strategic partner with client departments through equitable 
application of the laws, rules and regulations under which the City operates and recommends corrective action 
where necessary. Employee Relations limits, and in many cases, eliminates employment-related liability which 
would negatively impact the City. The Division works as a team to educate new employees as well as new and 
existing supervisors about applicable laws, policies and procedures. This is accomplished through participation in 
New Employee Orientation, Essentials of Supervision, group and one-on-one training. The Division continues to 
assist departments and employees in returning employees to work from injuries through reasonable 
accommodation and the interactive process, sometimes assisting the employee through the disability retirement 
process. Employee Relations processes grievances and discrimination complaints, lnvest~gating those issues or 
complaints and providing recommended plans of action for departments. The Division is also responsible for 
review and distribution of the Manual of Personnel Rules, Practices and Procedures. 

Employment Services: During fiscal year 2009 the division processed approximately 16,000 applications, the 
major percentage of which were received online. The high volume of applications is directly attributable to the 
internet-based recruitment managemenl application system implemented. Use of the software integrates the 
process of online job applications, completion of staffing requests, online application review by the hiring authority, 
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applicant and recruitment tracking, scoring of tests and certification of eligibility lists. Further enhancements to the 
efficiency of the Division's processes are planned through use of this technology. Public Safety hiring for Police 
and Fire continued at a steady pace. Outreach efforts continued through attendance at various job fairs, and 
collaboration with the school district and community organizations. The Division continues to play an important 
role in New Employee Orientation, and in providing training on the Application and Interview Process. A review of 
policies related to employment and recruitment practices continues on an ongoing basis. 

Compensation, Classification, and Benefits: With the new Division manager in place in fiscal year 2008, emphasis 
was placed on the number of reclassification requests pending, with a 40% reduction goal being achieved, and 
continuously provides education on the reclassification audit process. Oversight was provided to an outside expert 
retained to the Fair Labor Standards Act status of specific classifications. The Division continued to complete 
numerous salary surveys related to the Salary Resolution and MOU negotiations, as well as those requested by 
outside agencies. Job descriptions were created for new classifications and ongoing guidance provided to 
departments on organizational structure and reorganizations. In the Benefits area, the Division continues to offer 
professional assistance to employees. During fiscal year 2008 approximately 1,640 employees were assisted, 
with efficiency and focus being sustained through enhanced processes and techniques, and through the continued 
use of available technology. Over 1,794 employees are enrolled in benefits provided by the City, and more than 
250 employees changed benefits during the annual Open Enrollment. The Division reactivated the Benefit Labor 
Management Committee with all bargaining units to ensure proper dental benefit renewals. The Division began 
the process for online benefits enrollment and real time benefits statements. The Division also began the process 
of expanding the health and wellness aspect of health care to all employees with the introduction of a second 
Wellness Fair and increased emphasis on preventive care and wellness. City employees have thanked the 
Division for the Wellness Fair because they have received early diagnosis of medical conditions which has been 
corrected. 

Organization Development & Training: The Division continues to conduct New Employee Orientation on a monthly 
basis. Nearly all (99%) of new employees attend within the first 45 days of their employment. The Division 
provided over 650 managers and supervisors with two hours of training in sexual harassment prevention, and are 
on target to provide classroom and online Sexual Harassment Prevention training to 100% of non-supervisory 
employees. Staff continued the Essentials of Supervision and Lead Worker programs, and conducted the Crucial 
Conversations, Covey Project Management and Covey Leadership programs as well as focused training in 
supervisory, management and leadership skills. The Division assesses need using internal instruments and 
designs and delivers strategic, customized training based on that identified need such as: Customer Service Skills, 
Interview Skills Practice, Making Hiring Decisions, and Managing Change. An all-department brainstorming 
session was facilitated by the Division to generale ideas regarding the City's budget challenges and hundreds of 
suggestions are currently under review by a Department Director level Task Force. The need to address 
Succession Planning prompted the Division to introduce external degree granting programs in partnership with 
three colleges: California State University, Northridge; Pasadena City College; and Citrus College. The goal of the 
degree programs is to augment the professional skills of the employee participants and increase their 
opportunities for advancement within the City. 

Administrafion: During fiscal year 2009, this Division successfully completed oversight of three executive 
recruitments, City Manager, Director of Finance and Director of Housing, key positions in the City leadership 
team. With the HR Manager of Compensation, Classification and Benefits in place, the Administration Division 
introduced a second Health Fair to stress the importance of preventive care and earty detection processes. The 
Benefits Labor Management Committee was reactivated with all bargaining unils to ensure proper dental benefit 
renewal. Because of a general downturn in the economy and the need for fiscal constraint, the Administration 
Division has been working closely with the HR Manager of Organizational Development and Training, overseeing 
the design and development of training that will increase the individual employee's value to the organization and 






















