
Human Resources works with department 
heads to recruit and hire talented, engaged, forward 
thinking employees and to retain top performers. Human 
Resources works to ensure all efforts engaged in the employee 
life cycle are aligned with the city’s strategic goals.

RECRUITMENT
ADVERTISE OPEN POSITIONS in diverse avenues (website, career fairs, etc.)

PROVIDE THOROUGH BACKGROUND CHECKS on potential employees to ensure hire of 
quality staff

PROVIDE COMPREHENSIVE ORIENTATION for new employees including processing of all paperwork, 
education on policies, and welcome to the city

RETENTION
PROVIDE WELLNESS OPPORTUNITIES for employees such as coaching, lunch and learn, and challenges

CONDUCT MARKET STUDY periodically to ensure salaries are competitive with the market and benefits

CONDUCT CLASSIFICATION AND COMPENSATION STUDY every 3-4 years to review job descriptions including task analysis, salary 
structure and marketable salaries

PROVIDE AN EMPLOYEE BENEFITS PACKAGE that is competitive and cost-effective

REVIEW THE HUMAN RESOURCES POLICIES AND PROCEDURES annually to keep policies and procedures current and up to date

PROVIDE EDUCATION/TRAINING OPPORTUNITIES for employees by supporting continuing education, providing funding for 
onsite and offsite training for employees, and providing a tuition reimbursement program for full-time employees desiring higher 
education

COACH/ADVISE MANAGERS AND STAFF regarding employee relations matters

ASSIMILATE NEW EMPLOYEES into the city’s culture through onboarding culture program

COMPLIANCE
MONITOR VERIFICATION for new employee work eligibility through E-Verify

RESEARCH AND ANALYZE FEDERAL AND STATE LAWS to ensure compliance

CONTINUE TO ATTEND TRAINING to stay informed on current HR laws and practices

PROVIDE A DRUG FREE WORKPLACE for safety of employees

NETWORK WITH OTHER HR PROFESSIONALS in the local government arena to share best practices

PARTNER WITH POLICE to continue state and national accreditation

EVERYDAY ACTIVITIES INCLUDE:
Benefits administration, compensation, Human Resources policies and procedures, employee relations, 

employee wellness program (Cigna designation healthy workforce), E-Verify, pension, recruiting
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