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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 division 

also provides consulting, facilitation and other strategic 

professional services to departments. 

 
The Employee Relations Division serves as a strategic partner in 

maintaining harmonious relations between employees and the 

City, thereby reducing employment-related litigation and serving to 

protect the rights of employees while supporting management in 

carrying out the important functions of the City in an efficient 

manner by working closely with all City departments. The division 

assures compliance with numerous State, Federal, and local 

employment laws and rules including Title VII of the Civil Rights 

Act of 1964, Family Medical Leave Act, Fair Employment and 

Housing Act, California Family Rights Act, the City’s Manual of 

Personnel Rules, Practices and Procedures, and various other 

regulations under which the City operates.  The division works 

proactively with its constituent departments to resolve employee 

conflicts early resulting in win-win results and fewer formal 

complaints. When complaints do occur, by conducting timely and 

thorough investigations of employee discrimination and personnel 

complaints and then responding with appropriate action, Employee 

Relations contributes to an employer-employee environment 

conducive to productivity and efficiency.  In addition to its 

compliance administration, the division is responsible for the city-

wide employee identification program (minus Police, Fire and 

Water and Power), administers the City’s unemployment insurance 

claims, updates and maintains the Manual of Personnel Rules, 

Practices and Procedures and administers the city-wide Service 

Awards program for awards up to 25-years of service. 

 

The Labor Relations Division is responsible for negotiating and 

implementing the City’s labor agreements with unions, developing 

comprehensive bargaining strategies, and for negotiating 

successor memoranda of understanding (MOU) within Council 

approved bargaining parameters. The division also administers the 

MOUs in a fair and consistent manner, consulting with 

management and unions on labor relations matters, providing 

guidance to City departments on contract language interpretation, 

working closely with City departments to resolve grievances arising 

from the application and interpretation of MOU language and 

representing the City before the Public Employment Relations 

Board (PERB) on unfair labor practice charges. 

 
The Employment Services & Training Division partners with City 

departments to attract, retain, and develop a diverse and highly 

qualified workforce.  The division employs a variety of recruitment 

and selection strategies to ensure equal opportunity in 

employment.  Additionally, the division provides consultative and 

support services to department directors and managers on 

employment policy issues and applicable laws and regulations. 

Employment Services maintains employee records, ensuring best 

practices in records management. The division also oversees all 

personnel actions to ensure compliance with the laws, rules, 

practices and procedures of the City, and it provides career 

guidance counseling for employees and conducts exit interviews 

for department feedback. This division also coordinates the city-

wide employee training program, which includes New Employee 

Orientation, Preventing Discrimination and Workplace 

Harassment, and more than 50 other courses geared toward 
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developing the skills and abilities of all City employees. 

 
The Benefits Administration Division administers the City-wide 

comprehensive benefit package which includes benefit plan 

design, cost administration, oversight of benefit enrollments, 

wellness programming and retirement consultation. The division 

leads the Benefits Labor-Management Committee which makes 

recommendations on behalf of all of the City’s employees, both 

represented and unrepresented.   

 
The Prideshare Division administers the City’s trip reduction 

program through a variety of services including administering 

parking fees for solo drivers, providing incentives to individuals 

who carpool or take other alternative modes of transportation, and 

promoting the program as a way to reduced pollution and traffic 

congestion thereby improving the quality of life in the City and the 

region. 

 

DEPARTMENTAL RELATIONSHIP TO CITY COUNCIL GOALS 

 
Maintain Fiscal Responsibility and Stability: 

The Department supports City Council in maintaining a cost-

efficient government by providing consultation on policy issues, 

contractual matters and Federal and State employment regulations 

to minimize the City’s liability in these areas.  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.  The 

Department provides the most cost-effective employee benefit 

packages. Achievement of these goals is vital to the City’s ability to 

provide services of the highest quality and with the greatest 

effectiveness to the residents of the City of Pasadena. 

 

Support and Promote the Quality of Life and the Local 

Economy: 

The Department strives to make entry-level opportunities available 

to residents, and provides training and coaching to prospective 

applicants as they undertake the search for employment.  The 

Department partners with other area employers and employment 

support efforts as well as other departments which support these 

efforts in providing employment opportunities that would not 

otherwise be available. In addition the Department partners with 

various local health and wellness organizations to encourage gym 

memberships, preventative care and healthy eating as part of the 

employee City-wide wellness program.   

 

FISCAL YEAR 2014 ACCOMPLISHMENTS 

The Department accomplished the following during Fiscal Year 

2014: 

Labor Relations: 

Labor Relations continues to successfully negotiate pension 

reform measures with a majority of employees which included 

miscellaneous and safety employees paying their full member 

contribution for retirement. The Division successfully negotiated a 

three-year contract with the Pasadena Police Officers Association, 

Pasadena Police Sergeants Association and Pasadena Fire 

Management. The division also successfully negotiated a two-year 

contract with the Service Employees International Union and 

successfully resolved the labor agreement with the International 

Union of Operating Engineers.  As part of the Division’s goal to 

administer the City’s labor relations program in an efficient and 

cost effective manner, the Division made recommendations for 

developing and implementing a global bargaining strategy that is 

fiscally sound and that is consistent with the City’s long term 

financial and strategic objectives.   

 

Employee Relations: 

The Division continues to be a strategic partner with client 

departments through even-handed and firm application of the laws, 

rules and regulations under which the City operates and the 

recommendation of appropriate corrective action where necessary.  

The effort of the Employee Relations Division limits, and in many 

cases, eliminates employment-related liability, which would 

negatively impact the City. The division works as a team with the 
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City’s other department managers to educate employees, 

supervisors and managers about applicable laws, policies and 

procedures.  This is accomplished through participation in and 

conducting training for operating departments on the laws, rules 

and regulations pertaining to employee discipline, avoiding 

complaints, and protecting against employment litigation. 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, 

investigating those issues or complaints and providing adopted 

plans of action for departments.  The division also administers the 

Unemployment Insurance claims for the City, successfully 

challenging cases in which former employees are not legally 

entitled to benefits, saving the City revenue. Employee Relations 

also administers the Manual of Personnel Rules, Practices and 

Procedures, which has been successfully defended over the years 

and has not been the basis for loss of any labor arbitration or 

dispute. 

 
Employment Services: 

During the past fiscal year Employment Services has assisted all 

departments in their recruitment and retention efforts. There have 

been 68 recruitments conducted and 136 permanent positions 

filled as of mid-year. This section successfully managed the largest 

recruitment on record, which was for Firefighter Trainee, handling 

4,106 applications and testing more than 2,000 candidates. 

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 

providing training on the Application and Interview Process, 

especially for promotional examinations.  

 
Training: 

During the past fiscal year, the Training Section continued to 

expand the training program to meet customer needs by offering 

over 50 distinct courses to over 1,000 attendees as of mid-year. 

New programs this fiscal year target the development of core 

competencies such as analytical staff work, business math, 

grammar and punctuation, cost-benefit analysis and negotiation 

skills. This fall, 27 classroom sessions of mandatory Preventing 

Discrimination and Workplace Harassment Training were 

coordinated for 1909 employees. Finally, the training section 

continued to partner with Cal State Northridge to provide a cohort 

Master’s program, not only to our employees, but also to the 

employees of neighboring municipalities.  

 
Benefits Administration:  

The division continues to look for ways to improve efficiencies and 

maintain fiscal responsibility and stability.  As part of the division’s 

goal to administer benefits in an efficient and cost effective 

manner, the division continues to work with an insurance 

brokerage firm to improve efficiencies. For instance, due to rate 

guarantees negotiated by the firm during the prior year, the City 

has achieved an overall 0% premium increase to vision, life and 

long term disability benefits for the 2014 plan year.  The division 

continues to conduct extensive benefit audits to ensure accuracy 

of employee data and benefit enrollments.  In connection with 

CalPERS’ dependent eligibility verification audit, the division has 

provided notices to City employees to help prepare for the 

CalPERS audit.  The division strives to provide excellent customer 

service to departments and approximately 1797 benefit-eligible 

employees. At least 198 employees attended one of the Open 

Enrollment education and assistance sessions and more than 180 

employees attended the Open Enrollment fair this past fall.  More 

than 415 employees enacted some modification to their enrollment 

during the annual Open Enrollment period.  Also, this year’s 

wellness fair provided employees the opportunity to undergo basic 

health evaluations, explore preventive measures with City 

healthcare providers, and receive additional information from 

wellness vendors within the community.  The division expanded 

the City’s retirement education program and offered several 

information sessions to increase City employees’ knowledge about 

the CalPERS defined benefit plan, the Public Employees’ Pension 

Reform Act of 2013 (PEPRA) , and Social Security and Medicare 
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programs.  The division maintained compliance with State and 

federal leave laws, and ongoing guidance was provided to 

departments and employees on leave policies and procedures.  

The division has taken steps to implement the City’s new short 

term disability policy for members of IUOE and SEIU. 

 
Administration: 

During FY 2014, Administration added a new Analyst dedicated to 

providing complete Human Resource services to its two largest 

clients, Water and Power and Public Works.  Through adding this 

FTE, Administration was able to improve efficiencies and service 

to its constituent departments throughout the City.  The division 

continued to develop new strategies for labor negotiations, 

engaging directly in negotiations involving five (5) different unions 

as described herein.  The division continued its compensation 

setting and pension reform activities.   

 
Prideshare: 

During FY2014, the Prideshare office was transferred to Human 

Resources.  Some staffing changes have occurred and the 

program is being maintained throughout the transition process in 

order to continue to provide City employees and the public with 

resources and information regarding the City’s trip reduction and 

other transportation programs.  

 

FISCAL YEAR 2015 ADOPTED BUDGET  

Operating Budget: 

The FY 2015 Adopted Operating Budget is $4,191,714 which 

represents an increase of $272,460. This increase of 

approximately 7% is partly due to the transfer of Prideshare into 

HR, as well as increases caused by implementation of Fair Labor 

Standards Act recommendations, increased costs associated with 

labor negotiations, and enhanced training programs for City 

employees.  There were some reductions in other areas where 

efficiencies were found in eliminating non-essential, non-local 

conferences and concentrating resources on local and internal 

training, as well as reducing other miscellaneous costs.  

 

Personnel: 

A total of 23.00 FTEs are included in the FY 2015 Adopted 

Budget.  This represents a 2.0 change in FTEs resulting from the 

merger of the Prideshare function from Transportation into its own 

Division in Human Resources.  Two encumbered Management 

Analyst IV(C) positions will be reduced to Management Analyst 

III(C) at which they have been encumbered for over a year 

(PCN#1021 & 3711), and two other Management Analyst positions 

(PCN#2090 & 5719) will be reclassified from Management Analyst 

II(C) to Management Analyst III(C). These changes result in no 

increase to personnel costs. 

 

YEAR-OVER-YEAR BUDGET CHANGES 

General Fund: 

Personnel increased $157,914 due to the merger of Prideshare 

into Human Resources with an increase in personnel costs of 

$189,628 from two FTEs resulting in a net increase of 8.2% over 

FY 2014; and Services and Supplies increased $158,207 due to 

additional contract services; professional development and 

education for expanded training materials to support a full service 

training operation by Human Resources; and the Employee 

Recognition Program. 

 
Benefits & Insurance Fund: 

Expenses to the Fund have been slightly reduced through minor 

adjustments in Personnel costs and a status quo Services and 

Supplies budget, resulting in an overall decrease in expenses to 

the Fund of 2.7%, or $20,881. 

 

FUTURE OUTLOOK 

The Department continues to strengthen its consultation services 

to departments in the areas of policy development, contractual 

matters and applicable federal and State regulations, the 

prevention of violation of the Civil Rights Act of 1964, Title VII, and 

the Americans with Disabilities Act of 1990.  The Department is 

assisting departments in training in the application of overlapping  
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leave laws and policies which will continue throughout FY2015. 

The Department will, on an ongoing basis, continue to introduce 

new methods to educate, develop and enhance the skills of the 

City’s workforce, and creatively attract and retain the best-qualified 

employees.  To support the City’s emphasis on succession 

planning and knowledge transfer, the Department will continue to 

coordinate and provide educational opportunities focused on 

preparing the City’s future leaders through various programs 

including the Pasadena Supervisory Academy, university cohort 

programs, and internal and external training opportunities.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Department will continue to assist with the City’s Enterprise 

Resource Plan to continue to implement new technology in the 

ongoing effort to streamline and enhance the processing of 

personnel data, and to provide greater access to information to 

employees and client departments.  The Department will be a key 

contributor in the development of a productive, inclusive 

workplace.  The Department will actively implement programs and 

participate in processes that will assist in preventing costly 

employment-related legal cases from occurring.  
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SUMMARY OF APPROPRIATIONS BY EXPENDITURE CATEGORY ($000) 
 

 
 
 
SUMMARY OF APPROPRIATIONS BY DIVISION ($000) 
 

 
 
 
SUMMARY OF APPROPRIATIONS BY FUND ($000) 
 

 
 
 
SUMMARY OF FTES BY DIVISION 
 

 
 

  

FY2012 FY2013 FY2014 FY2014 FY2015

Expenditure Category Actual Actual Adopted Revised Adopted

Personnel $2,113 $1,918 $2,304 $2,394 $2,521

Services & Supplies 596 670 923 1,063 1,221

Internal Service Charges 280 339 462 462 449

Human Resources Total $2,989 $2,927 $3,689 $3,919 $4,191

FY2012 FY2013 FY2014 FY2014 FY2015

Division Actual Actual Adopted Revised Adopted

Human Resources - Administration $416 $699 $783 $783 $904

Labor Relations 0 82 399 539 374

Employment Services 1,135 855 1,017 1,062 1,040

Benefits Administration 617 569 781 781 760

Employee Relations 821 722 709 754 767

Prideshare 0 0 0 0 346

Human Resources Total $2,989 $2,927 $3,689 $3,919 $4,191

FY2012 FY2013 FY2014 FY2014 FY2015

Fund Actual Actual Adopted Revised Adopted

101-General Fund $2,372 $2,358 $2,908 $3,138 $3,431

504-Benefits and Insurance Fund 617 569 781 781 760

Human Resources Total $2,989 $2,927 $3,689 $3,919 $4,191

FY2012 FY2013 FY2014 FY2014 FY2015

Division Actual Actual Adopted Revised Adopted

Human Resources - Administration 1.75 1.75 1.75 1.75 1.75

Labor Relations 0.00 2.00 2.00 2.00 2.00

Employment Services 9.00 7.00 7.00 7.50 7.50

Benefits Administration 4.25 4.50 4.50 4.50 4.50

Employee Relations 5.00 4.75 4.75 5.25 5.25

Prideshare 0.00 0.00 0.00 0.00 2.00

Human Resources Total 20.00 20.00 20.00 21.00 23.00
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PERFORMANCE MEASURES 
FY 2013 
Actual  

FY 2014  
Target 

FY 2014  
Mid-Yr Actual 

FY 2015  
Target 

  

HUMAN RESOURCES DEPARTMENT - EMPLOYMENT SERVICES DIVISION 

Council Goals:  Maintain fiscal responsibility and stability and support and promote the quality of life and the local economy. 

 

Objective A:  Establish (hire, promote, retain) a productive workforce. 

  

  

1. 
Percentage of open, competitive recruitments completed within 90 calendar 
days. 

33% 75% 84% 75% 

2. Percentage of promotional recruitments completed within 45 calendar days. 53% 70% 63% 70% 

3. Percentage of Pasadena-area residents hired into entry-level positions. 40% 40% 63% 40% 

4. 
Number of client department /division staff meetings attended by HR 
Department staff. 

15 7 25 7 

  

Objective B:  Foster a learning environment and implement organizational development and training strategies that ensure an effective, productive, innovative, 
and multi-skilled workforce. 

  

1. 
Number of employees who completed at least three hours of skill 
development training. 

1,828 400 233 400 

2. 
Percentage of newly appointed supervisors and managers who received 
mandatory training on Preventing Sexual Harassment within six months of 
appointment. 

100% 100% 100% 100% 

3. 
Number of employees who participated in certification or college degree 
programs sponsored and/or coordinated by the City. 

63 30 68 30 

  

HUMAN RESOURCES DEPARTMENT - EMPLOYEE RELATIONS         

Council Goal:  Maintain fiscal responsibility and stability; to improve, maintain, and enhance public facilities and infrastructure; and to improve 
mobility and accessibility throughout the City. 

     

Objective A:  Respond to employee complaints in a timely manner.         

  1. 
Percentage of employee complaints that will be investigated and concluded 
within 90 days. 

90% 90% 90% 90% 

  

Objective B: To maintain the City's manual of personnel rules, practices and procedures in compliance with applicable laws and regulations. 

  1. 
Number of policies that will be reviewed and revised and reissued if 
necessary. 

200% 2 2 2 
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PERFORMANCE MEASURES 
FY 2013 
Actual  

FY 2014 
Target 

FY 2014   
Mid-Yr Actual 

FY 2015 
Target 

 

HUMAN RESOURCES DEPARTMENT - LABOR RELATIONS 

 

Objective: To foster collaborative working relationships with the City's labor unions. 

  1. Percentage of MOU's finalized & printed within 30 days of Council approval. 100% 100% 100% 100% 

  2. 
Percentage of non-disciplinary grievances regarding contract language 
interpretation processed within the MOU timeframe. 

100% 100% 100% 100% 

  

HUMAN RESOURCES DEPARTMENT - BENEFITS ADMINISTRATION DIVISION 

Council Goals:  Maintain fiscal responsibility and stability and to support and promote the quality of life and the local economy 

 

Objective:  Create a benefit structure that enhances total compensation for eligible City employees and allows the City to attract and retain a positive workforce.    

  

  

1. 
Percentage of eligible individuals that are enrolled correctly within 45 days 
of hire or transfer. 

90% 90% 90% 90% 

2. 
Number of Health Fairs conducted, promoting general wellness and 
preventive care. 

2 2 2 2 

3. 
Number of Retirement Workshops conducted that promote general 
education regarding the CalPERS retirement defined benefit plan, Social 
Security and Medicare. 

NEW NEW 3 4 

4. 

Number of City-wide Benefit Information Sessions that promote general 
knowledge about the CalPERS health program offerings, plan changes and 
changes to the City's other ancillary benefits such as life, long-term 
disability, dental and vision insurance. 

NEW NEW 10 8 

5. 

Percentage of completion of division's updates to intranet and external 
website to include updated links to benefit carrier information, a complete 
list of frequently asked questions, and updated plan information and 
evidence of coverage documents. 

NEW NEW 50% 100% 

  

 

 


