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ADMINISTRATIVE UNIT REVIEW 2009 
	1. Name of Unit:
	Office of Human Resources

	
	

	2. Employees in Unit and their Titles:
	Joanne Dinkel - Director

	
	Denise Mera – Assistant Director

	
	Lexy Kreuter - Specialist

	
	

	3. Please identify the purpose or role of your Unit. Indicate any changes/growth/downsizing that may have occurred in your Unit over the past year.

	The purpose of the Office of Human Resources is to support the College's administration, faculty, and staff in their commitment to cultivate successful students, in accordance with the College's mission, vision, and goals.

Over the past few years there has been fluctuation in the staffing levels of the HR department. In June 2007 the Director of 11 years resigned, and it was decided to promote the assistant director and to leave the assistant director position un-filled for an entire year. The department went from three people, to two people and finally in March 2008 down to one for a short amount of time. For the better part of March 2008 through August 2008 the department survived with one person and a myriad of untrained employees as a second. From March 2008 through November 2008, four people came and went in the HR Specialist position. An enormous amount of time was spent training and retraining. The department’s focus shifted from one of support and vision to survival.

In July 2008 an Assistant Director was hired and remains today. In November 2008 the Specialist position was filled and remains today. This past year was spent training the two new employees and the department is finally stabilized and in a position to move forward rather than digging out from underneath the workload caused by short staffing and time spent training.

	

	4. Explain to what extent your Unit supports other programs and/or units at this institution. Please include student and/or staff demographics relevant to your Unit and its purpose.

	The Human Resources department provides assistance to, and supports all, current and former employees of FKCC and is not specific to programs or units of the College. We provide the following:
· Benefits administration: Including but not limited to:

· Retirement – FRS administration

· Health/Life/Dental/Vision plan administration, serves as privacy officers
· 403(b) compliance and administration 

· Unemployment Administration

· Workers Compensation Administration

· Retiree & COBRA invoicing and coordination

· Compensation Administration

· Recruitment Management

· New Hire Orientations and on-boarding

· Federal and State reporting and posting compliance

· Employee Relations

· Performance Evaluations and Job Description Analysis

· S&PD Coordination

· Exit/termination Processes

· Equity Coordination

· College Policy creation/revision/review/adherence

· Volunteer Program Coordination

· Web Content and Directory Administrators

· Conference Day Coordination

· Participation in many College Committees

	

	5. Please list any innovations, new projects, or local and/or state-wide efforts to improve your Unit over this past year. Indicate whether the efforts were included in your annual plan. If these were not part of your annual plan, explain how they came to be priorities and what the outcomes were.

	Over the past year the HR department has accomplished quite a bit. We are constantly reviewing College policy and making revisions as needed. This review/revision of current policies is part of our annual plan and will most likely remain for the next several years.

One policy we revised this year involved background checks for newly hired employees. In January 2009 we began fingerprinting all current employees and new hires. To date we have completed fingerprinting all full-time employees and have nearly completed all part-time employees. This initiative was part of our annual plan.
We started a Volunteer program by revising the Board Rule regarding volunteers, creating an internal procedure and initialing contacting all department heads informing them of this opportunity. We have not kicked off this initiative completely but are well on the way.
The HR department created a second New Hire Orientation which complements the already in place first day orientation. With a good amount of turnover over the past few years and with the loss of institutional knowledge, the need for a more in-depth orientation was evident. This second orientation better acquaints the new hire with certain College processes and procedures and supplies them with general College knowledge.

This is also the first year we have implemented Online Harassment Training. All full-time employees have taken this self guided training and acknowledged receipt of the College’s policy. We are also in the process of creating a series of in-house supervisory trainings for our managers and supervisors.



	6. Explain your satisfaction with your assessment of your 08-09 plan and the impact that your efforts had toward achieving your objectives and outcomes – and ultimately the mission of the institution.  

	I would like to make more meaningful contributions to my annual plan and really connect to the overall mission of the College. I think with the resurrecting and strengthening of some of our College-wide processes, this will happen. 



	7. Identify the sufficiency of the physical, financial and personnel resources available to support your unit this past year. 

	Our staffing needs are complete at this time.
However we are in desperate need of an online storage system. We purchased two more fireproof file cabinets this past year – very costly. Accessibility alone would be greatly improved and would bode well for the upcoming accreditation reaffirmation.

The HR department would also like to restructure their physical office/lobby space to better serve the employees. We would like to add training kiosks.


	8. After reflecting on the purpose of your Unit, people served, and the achievements made over the past year, please identify anticipated future changes and resource needs (personnel, equipment, space, workloads, etc.) that you would like to include in next this year’s (2009-2010) or next year’s (2010-2011) annual plan to promote continued growth. 

	Anticipated Financial and Physical resource needs (not in order or priority):

· Increase in budget for Professional Development opportunities and training for the HR Staff

· New Fax machine and scanner

· Online storage system

· Remodel of office/lobby space 

· (2) Computers for proposed training kiosks
· Banner training/assessment of HR efficiencies



	9. This Unit’s operations are:

	
	
	
	

	X
	Strong
	Please explain:
	We are currently well staffed and functioning on a high level of productivity. 

	

	X
	Moderate
	Please explain:
	Improvements can always be made to better our service and create opportunities for the employees.

	

	
	Weak
	Please explain:
	


	10. Please indicate your overall recommendation for this program:

	
	Continue with current operating plans
	Please explain:
	

	

	X
	Incorporate new objectives/outcomes into current 2009-2010 plan
	Please explain:
	Reaffirmation is in swing and progress needs to made immediately – we would like to transfer to online storage for our personnel files and support documentation

	

	X
	Include identified future needs in the spring planning for 2010-2011
	Please 
explain:
	See #8
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