


Page Intentionally Left Blank



Personnel

iego Employment Opportunities - Netscape
Go Communicator  Help

e 3 A 2 w3 & O @

Emand Reload  Home  Search MNetscape  Print  Secuity  Shop Stoé

S Nefsle:lhttp:.o‘.o“www.sandiego.gov.o"empopp.-"

Members ‘Webail Connections BizJoumnal ate ()8

| SEARCH | SERVICES | DEPARTMENT

Description

The Personnel Department is governed by the Civil Service Commission as authorized by the City Charter.
The main responsibilities of the Personnel Department are to provide supervision over the selection,
promotion, and removal of all classified employees and maintain a competitive merit system that provides
equal opportunity for all applicants.

The Personnel Department consists of nine sections: Certification/Payroll Records; Classification and
Compensation; Exam Management and Recruiting; Equal Employment Investigations Office; Liaison;
Outstation; Organizational Management and Personnel Administration; Information Systems/NEOGOV,
and Services and Administration. The Certification/Payroll Records Section reviews Citywide payroll,
maintains confidential records of all City employees, and certifies eligible lists to the hiring departments.
The Classification and Compensation Section conducts classification and maintenance studies and
performs salary studies to evaluate special salary adjustment requests pursuant to City Charter Section
130. The Exam Management and Recruiting Section promotes employment opportunities for the City,
reviews and evaluates employment applications, and administers examination processes. The Equal
Employment Investigations Office investigates complaints of discrimination and harassment made by City
employees, applicants, volunteers, and contractors. The Liaison Section provides advice and assistance to
employees, supervisors, and City management regarding a wide variety of personnel issues requiring
knowledge and interpretation of the City Charter, Civil Service Rules and Personnel Regulations,
Memorandums of Understanding, Administrative Regulations, and applicable federal and state laws. The
Outstation Section provides onsite advice and assistance to hiring departments on a myriad of personnel
issues including the development of interview processes, coordinating organizational structure changes,
and providing career counseling and training. The Organizational Management and Personnel
Administration Section manages positions and the organizational structure of the City and maintains
employee master data. The Information Systems/NEOGOV Section performs data analytics, manages the
functional and technical aspects of the software used to recruit and track City applicants, and creates official
identification cards for City employees. The Services and Administration Section provides budget and
administrative support to all other sections in the department and coordinates the Civil Service Commission
monthly meetings and disciplinary appeal hearings.
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Since its inception in 1915, the Civil Service Commission has been committed to preserving a merit system
that provides equal employment opportunity through the ethical and consistent application of Civil Service
Rules. The Personnel Department has, and will continue to, proactively offer the highest quality personnel
services to meet and support the needs of its customers to develop a diverse and productive workforce.

To view the Personnel Department’s fiscal year achievements, visit:
https://www.sandiego.gov/empopp/didyouknow.

The vision is:
To champion the principles of the City’s merit system and provide equal employment opportunities.

The mission is:
Excellence in personnel services.

Goals and Objectives

Goal 1: Continue to attract, develop, and retain a well-qualified and diverse workforce
epPromote employment opportunities through job/career fairs, online advertising, and the
Employment Information Counter
®Publish job announcements for the Classified service that are job-related and attract a broad
applicant pool
®Produce eligible lists of qualified candidates
®Provide information regarding career development

Goal 2: Continue to provide excellent customer service tailored to the needs of our customers
®Respond to customer inquiries in a timely manner
®Review, analyze, and process documents in a timely manner and consistent with Personnel
Regulations
®Provide training on a variety of processes under the purview of the Civil Service Commission
®mplement process improvements with input from hiring departments and other partners

Goal 3: Continue to maintain the integrity of the merit system
® Apply Civil Service Rules and Personnel Regulations consistently
®Provide advice and assistance on personnel issues to applicants, employees, supervisors, and
management
®Provide reports and recommendations at Civil Service Commission meetings

Budget Equity Impact Statement
Budget Equity Lens Summary Budget Equity Lens Summary
Base Budget Budget Adjustment
Is there an opportunity to adjust the Do the Budget Adjustments address a disparity?
department’s ongoing Base Budget to address
disparity?
Yes Yes
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Budget Equity Impact Statement

Personnel Department did not have an
opportunity for fiscal year 2024 to work with the
Department of Race and Equity to identify
adjustments to address disparities. We will be
collaborating with the Department of Race and
Equity and the Performance and Analytics
Department on creating our tactical equity plan for
fiscal year 2025 to help inform our budget equity
process.

The Budget Adjustment for a “Recruitment
Manager” will benefit City employees and
community members who are seeking employment
with the City of San Diego. This position will be
utilized to facilitate and coordinate future job fairs
and information sessions to ensure the City is
positioned to attract skilled employees to fill
identified vacancies. From an equity lens
perspective, this position will explore opportunities
to expand the City's reach to a multitude of
neighborhoods, schools, community partners, and
industry leaders to promote the City as an employer
of choice. This last March, the City held a very
successful job fair for entry-level positions. The
event included onsite assistance with submitting
applications as well as onsite interviews. The event
was well advertised and was a collaborative effort
among multiple departments including the
Personnel Department who played a major role. As
a result of this event, there were approximately
200+ individuals who completed our pre-
employment background process and were cleared
to start work. This Recruitment Manager position
will be a partner in coordinating similar events and
in applying a data driven approach to our
recruitment strategies.

Key Performance Indicators

Performance Indicator FY2019 FY2020 FY2021 FY2022 FY2023
Actual Actual Actual Actual Actual

Number of Appointing Authority Interview
Trainings offered (AAIT) 15 8 1> 16 18 18
Number of Employee Performance
Evaluation Trainings offered (EPRP) 14 8 10 12 12 12
Number of days classification and
compensation studies conducted and 22 23 16 29 25 23
completed by Classification Section
Number of days to issue certification list
to hiring departments (without 12 11 16 17 12 12
recruitment)
Number of days to issue certification list
to hiring departments when recruitment 55 54 74 66 53 57
is required
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Department Summary

FY2022 FY2023 FY2024 FY2023-2024

Actual Budget Adopted Change
FTE Positions (Budgeted) 71.99 84.99 85.99 1.00
Personnel Expenditures $ 9,576,124 % 10,828,035 $ 13,225,059 $ 2,397,024
Non-Personnel Expenditures 1,339,041 1,267,752 1,335,186 67,434
Total Department Expenditures $ 10,915,165 $ 12,095,787 $ 14,560,245 $ 2,464,458
Total Department Revenue $ 8,618 $ 5390 $ 5390 $ -

General Fund

Department Expenditures

FY2022 FY2023 FY2024 FY2023-2024

Actual Budget Adopted Change

Liaison, Outstation, Records & Cert $ 4,315,957 $ 4,082,544 $ 5152,599 $ 1,070,055

Personnel 3,843,161 4,122,052 5,618,789 1,496,737

Recruiting & Exam Management 2,756,046 3,891,191 3,788,857 (102,334)

Total $ 10,915,165 $ 12,095,787 $ 14,560,245 $ 2,464,458

Department Personnel

FY2022 FY2023 FY2024 FY2023-2024

Budget Budget Adopted Change

Liaison, Outstation, Records & Cert 27.00 29.00 30.00 1.00

Personnel 21.00 22.00 28.00 6.00

Recruiting & Exam Management 23.99 33.99 27.99 (6.00)

Total 71.99 84.99 85.99 1.00
Significant Budget Adjustments

FTE Expenditures Revenue

Salary and Benefit Adjustments 0.00 $ 2,170,393 $ -

Adjustments to reflect savings resulting from vacant
positions for any period of the fiscal year, retirement
contributions, retiree health contributions, and labor
negotiations.

Recruitment Section Expansion 1.00 190,016 -
Addition of 1.00 Program Coordinator and non-personnel
expenditures to manage the Recruitment Section.

Pay-in Lieu of Annual Leave Adjustments 0.00 53,701 -
Adjustments to expenditures associated with projected

compensation to employees in-lieu of the use of annual

leave.

Support for Information Technology 0.00 34,436 -
Adjustment to expenditure allocations according to an

annual review of information technology funding

requirements.
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Significant Budget Adjustments
FTE Expenditures Revenue

Promotional Advertising 0.00 13,476 -
Addition of non-personnel expenditures to support
increased recruitment activities citywide.

Non-Discretionary Adjustment 0.00
Adjustment to expenditure allocations that are

determined outside of the department’s direct control.

These allocations are generally based on prior year

expenditure trends and examples of these include

utilities, insurance, and rent.

10,039 -

Meter Reader Scanners Maintenance 0.00
Addition of contractual expenditures to support the

annual maintenance and equipment utilized in the City's

hiring process.

6,983 -

Non-Standard Hour Personnel Funding 0.00
Funding allocated according to a zero-based annual
review of hourly funding requirements.

(14,586) -

Total 1.00 $ 2,464,458 $ o

Expenditures by Category

FY2022 FY2023 FY2024 FY2023-2024
Actual Budget Adopted Change
PERSONNEL

Personnel Cost $ 5,528,989 $ 6,702,301 $ 8,399,902 $ 1,697,601
Fringe Benefits 4,047,135 4,125,734 4,825,157 699,423
PERSONNEL SUBTOTAL 9,576,124 10,828,035 13,225,059 2,397,024

NON-PERSONNEL
Supplies $ 57,229 $ 67,403 $ 66,856 $ (547)
Contracts & Services 882,724 649,012 675,074 26,062
External Contracts & Services 744,000 536,985 551,961 14,976
Internal Contracts & Services 138,724 112,027 123,113 11,086
Information Technology 388,889 532,456 574,375 41,919
Energy and Utilities 5,799 7,100 7,100 -
Other 4,400 11,781 11,781 -
NON-PERSONNEL SUBTOTAL 1,339,041 1,267,752 1,335,186 67,434
Total $ 10,915,165 $ 12,095,787 $ 14,560,245 $ 2,464,458

Revenues by Category

FY2022 FY2023 FY2024 FY2023-2024

Actual Budget Adopted Change

Charges for Services $ 4,248 $ 5,390 $ 5390 $ -

Other Revenue 4,370 - - -

Total $ 8,618 $ 5390 $ 5390 $ -
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Personnel Expenditures

Job FY2022 FY2023 FY2024

Number Job Title / Wages Budget Budget Adopted Salary Range Total

FTE, Salaries, and Wages

20001082 Assistant Personnel 1.00 1.00 1.00 $ 50,055- 298,853 $ 208,886
Director

20001233  Assistant to the Director 1.00 1.00 1.00 67,740 - 249,134 158,829

20000119  Associate Management 1.00 1.00 1.00 74,763 - 90,340 74,763
Analyst

20000158  Associate Personnel 19.00 27.00 27.00 81,795- 98,760 2,231,296
Analyst

20001184  Deputy Personnel Director 2.00 2.00 2.00 67,740 - 249,134 379,576

20001123 Equal Employment 1.00 1.00 1.00 67,740 - 249,134 180,879
Investigations Manager

20000924  Executive Assistant 1.00 1.00 1.00 59,068 - 71,442 67,513

20000290  Information Systems 1.00 1.00 1.00 76,193 - 92,069 90,840
Analyst 2

20000756 Office Support Specialist 5.00 5.00 5.00 42,727 - 51,426 235,876

20000681 Payroll Audit Specialist 2 9.00 10.00 10.00 57,624 - 69,765 680,055

20000936  Payroll Audit Supervisor 2.00 2.00 2.00 69,662 - 84,139 167,016

20000697  Personnel Assistant 2 0.00 1.00 1.00 53,413- 64,365 53,413

20001131 Personnel Director 1.00 1.00 1.00 89,589 - 339,372 252,133

20000738  Principal Test 1.00 1.00 1.00 62,731- 75,769 75,769
Administration Specialist

20001234  Program Coordinator 6.00 7.00 8.00 36,489 - 198,900 1,259,379

20001222 Program Manager 1.00 1.00 1.00 67,740 - 249,134 180,879

20000682  Senior Personnel Analyst 9.00 10.00 10.00 89,739- 108,514 1,082,628

20000881  Senior Test Administration 1.00 1.00 1.00 54,484 - 65,970 64,651
Specialist

20001000 Supervising Personnel 0.00 1.00 1.00 101,009 - 122,276 121,134
Analyst

20000396  Test Administration 6.00 6.00 6.00 49,505- 59,759 336,102
Specialist

21000181  Test Monitor 2 1.00 1.00 1.00 37,524 - 45224 37,524

91000181 Test Monitor 2 - Hourly 2.99 2.99 2.99 37,524 - 45,224 112,196
Bilingual - Regular 17,472
Budgeted Personnel (57,624)
Expenditure Savings
Overtime Budgeted 18,212
Sick Leave - Hourly 925
Special Assignment Pay 119,286
Termination Pay Annual 50,998
Leave
Vacation Pay In Lieu 199,296

FTE, Salaries, and Wages Subtotal 71.99 84.99 85.99 $ 8,399,902

FY2022 FY2023 FY2024 FY2023-2024
Actual Budget Adopted Change
Fringe Benefits
Employee Offset Savings $ 50,444 $ 52,597 $ 59,766 $ 7,169
Flexible Benefits 876,751 989,149 1,087,329 98,180
Long-Term Disability 22,965 23,293 27,950 4,657
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FY2022 FY2023 FY2024 FY2023-2024

Actual Budget Adopted Change

Medicare 84,798 96,650 117,889 21,239
Other Post-Employment Benefits 403,926 432,364 466,498 34,134
Retiree Medical Trust 8,196 10,262 13,324 3,062
Retirement 401 Plan 9,020 19,800 50,807 31,007
Retirement ADC 2,110,645 2,011,918 2,628,630 616,712
Retirement DROP 11,697 11,152 13,155 2,003
Risk Management Administration 71,955 88,540 105,534 16,994
Supplemental Pension Savings Plan 325,886 335,537 180,191 (155,346)
Unemployment Insurance 24,825 8,469 9,114 645
Workers' Compensation 46,027 46,003 64,970 18,967
Fringe Benefits Subtotal $ 4,047,135 $ 4,125,734 $ 4,825,157 $ 699,423

Total Personnel Expenditures $ 13,225,059
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