CITY COUNTY BLDG., 1500 CHAPLINE STREET
WHEELING, WEST VIRGINIA 26003

January 24, 2019

Robert Herron, Jr.
City Manager

Re:  2019-2020 Human Resources Budget
Mr. Herron,

Attached you will find my 2019/2020 Goals and Objectives for the Human Resources Department,
2018 Employment Statistics, Line Item forms, Capital Outlay Form, and my supporting
documentation.

The past year has been a year of transition for the Human Resources Department. During this
transition, changes were made within the Department which are reflected in the budget.
Specifically, the City of Wheeling Safety Director position reports directly to Russell Jebbia,
Public Works Director. Therefore, I am requesting his salary and budget be transitioned to the
Public Works Department.

Further, I am requesting a $4,500.00 increase to my Drug & Alcohol Line item. As you will see in
my attached documentation, the City had a bit of employee turnover, resulting in a high number
of Pre-Employment Drug Screens. Additionally, the Human Resources Department administers
the City of Wheeling Random Drug and Alcohol Program which entails sending 24-employees for
random drug and alcohol screening throughout the year, and ensures employees involved in
accidents are sent for a post-accident drug and alcohol screening. Thus far this year, I have spent
the amount of money allocated for Drug and Alcohol Screening.

I am requesting a $1,000.00 raise for my HR Generalist Position. As you can see from my
supporting documentation, the Human Resources Department has been and will continue to be
extremely busy with our vacancies and the Civil Service examinations/process. The process and
the number of vacancies result in a significant workload for my Department. I rely heavily on the
HR Generalist to oversee the Civil Service process. The employee in this position has a
considerable amount of knowledge and specific capabilities that is a huge asset not only to my
Department, but also to the City of Wheeling.

I am asking for a $2,000.00 increase to my salary as well. In the last year, ] have led the Department
through a high-profile investigation, worked alongside the Finance Director to refine payroll
processes and procedures. In addition, I have restored confidence in the Human Resources
department, both internally and externally. With that, I feel my salary should be comparable to the
previous Human Resources Director.



Thank you for taking the time to look over my requested changes, and I look forward to discussing
them with you.

Respectfully,

Clusgpo Hardmaden

Tessia Haymaker
Human Resources Director



Human Resources Department
2019/2020 Goals and Objectives

. Evaluate and revise if appropriate the Health Insurance Bonus;

. Review and revise all three Civil Service Commission Rules and Regulations;

. Work alongside the City Clerk to reestablish the Employee Appreciation Picnic;

. Digitize all City Job Specifications into Word format for easy updating and manipulation;
. Streamline open enrollment; look at the possibility of a Ben-Admin System;

. Review all Voluntary Benefit programs and make changes as applicable;

. Work with Parks and Recreation Department to streamline seasonal hiring/onboarding;

. Evaluate the Human Resource Office hours; have one employee open the office at 7:30
am to meet the needs of City employees who begin their day earlier than 8:30 am;

. Continue to work diligently with all Departments to fill our vacancies



Human Resources Department

2018 Employment Statistics

Turnover
Terminations 2 )
Resignations 16 _
Retiree’s 16
i Total 34

Civil Service

Civil Service Examinations (Municipal, Fire, & Police) 20
Interviews Conducted 50

Hired (Position Breakdown Below) 29
Transfers 12
Reinstatements 3
Promotions 30
Classification Number Hired

Probationary Police Officer

Crime Analyst

Maintenance Worker

Engineering Technician

Administrative Assistant to the Finance Director

Civilian Intake Coordinator

Truck Driver

Probationary Firefighter

Operator Assistant

Building Inspector

Marketing & Community Relations

WPCD Superintendent

WTP Superintendent

Human Resources Director

Total
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The following positions are in different phases of the hiring process:

e Utility Worker — 4 Vacancies (WPCD)
¢ Electrician -testing phase

e WTP Maintenance Foreman — testing phase

» Heavy Equipment Operator — testing phase

o Pretreatment/FOG Specialist — New Position

* Backflow Prevention Coordinator — New Position
» Assistant City Manager — Recruitment Phase

e Recreation Program Specialist
e Sanitation Supervisor




Parking Meter Maintenance Worker

Probationary Police Officer - 6 Vacancies (Exhausting Current List)
Probationary Firefighter- Exhausting Current List

Lieutenant/EMS Officer- New Position; Waiting on City Manager’s Approval
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