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Mission Statement
The Department of Human Resources is responsible for all Personnel functions of the City of Buffalo (hereinafter, the “City™). The department
provides Civil Service functions and oversees all hiring for the City Government as well as the City of Buffalo Board of Education (BOE), Buffalo
Municipal Housing Authority (BMHA) and Buffalo Sewer Authority (BSA). The department administers health and benefits and implements
training and wellness programs for all City employees. The Department is comprised of three divisions in addition to the Commissioner’s Office: 1)
the Division of Civil Service, 2) the Division of Compensation and Benefits, and 3) the Division of Personnel.

Summary
Revenue $2,751,500
Appropriations 153,807
Fringes 91,365
Total Appropriations 245172
Net $2,506,328
Goals

1. Increase efficiencies through use of HRIS system (MUNIS): civil service: roster cards, applicant tracking, online applications; grievance
tracking, new hire and termination workflows; EE self-service, Manager self-service, online open enroliments ‘

2. To develop and provide manager specific training with Subject Matter Experts (SME);

3. Continue key controls in Benefits department for auditing work/capturing errors internally/ensuring appropriate separation of duties with financial
impact.

Activities
1. Oversee Strategic planning for Civil Service, Benefits and Personnel Departments;
2. Regularly participate in Civil Service decision procedures under Rules 10 & 11 of the Rules for the Regulation of the Classified Civil Service of
the City of Buffalo;
3. Review MUNIS capabilities, additional modules, and other HRIS add-ons that will enhance service delivery and decrease paper.




City of Buffalo
Adopted Budget 2019-2020
General Fund

2017-2018 2018-2019 2018-2019 2018-2019 2019-2020

Actual Amount Adopted Revised Budget Year To Date Adopted

Budget 6/10/2019 Budget

1053 HR ADMINISTRATION TOTAL 151,411.98 154,167.00 154,167.00 136,045.52 153,807.00
12553001 EMPLOYEE RELATIONS PS 150,131.15 153,107.00 153,107.00 135,599.52 153,107.00
411001 ANNUAL SALARY 148,756.15 151,732.00 151,732.00 134,224.52 151,732.00
414001 LONGEVITY 1,375.00 1,375.00 1,375.00 1,375.00 1,375.00
12553004 EMPLOYEE RELATIONS TR 0.00 0.00 0.00 0.00 200.00
458003 REGISTRATION & MEMBERSHIP FEES 0.00 0.00 0.00 0.00 200.00
12553005 EMPLOYEE RELATIONS SP 480.83 560.00 560.00 446.00 0.00
461001 OFFICE SUPPLIES 480.83 560.00 560.00 446.00 0.00
12553006 EMPLOYEE RELATIONS SV 800.00 500.00 500.00 0.00 500.00
454000 ADVERTISING 800.00 500.00 500.00 0.00 500.00




Employee Relations
Budgeted Salaries

Org Object
12553001 411001
12553001 411001

City of Buffalo
Adopted Budget 2019-2020
General Fund

Description
Secretary to the Commissioner of Human Resources 1095
Commissioner of Human Resources 1129

Total

Quantity
1
1
2

Unit Cost
41,387
110,345

Total
41,387
110,345
151,732
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DEPARTMENT OF HUMAN RESOURCES

Division of Civil Service
Division #25-1054

Summary
Revenue $143,680
Appropriations 1,338,945
Fringes 411,140
Total Appropriations 1,750,085
Net {$1,606,405)
Goals

Administer entry-level Police Officer exam (Summer 2019).

Continue the hiring process for Police Officer from the new eligible list.

Continue the hiring process for Firefighter from current eligible list.

Continue administering State and Consultant prepared examinations for city-wide vacancies.

Schedule public hearings for Civil Service Rules Appendices for reclassification of titles that are pending exempt or non-competitive status.
Train new Personnel Specialists on the process for planning and conducting decentralized examinations (litles such as Typist, Account-
Clerk Typist, Wastewater Treatment Operator, all MIS titles, etc.), as well as, training and experience examinations (titles such as
Occupational Therapist, Physical Therapist, Veterinary Technician, etc.).

Suggestions for succession planning city-wide as well as onboarding: New hire process (Offer letter) and exit process

Review/streamline disciplinary process & procedure (section 72-75 terminations) as well as provisional and temporary employee’s
disciplinary actions.

Evaluate need for performance review process city-wide.

. Interface with MIS department on implementing the new Tyler/Munis system as well as roster cards; applicant flow program; applicant self-

service system.

. Interface with MIS department on implementing ExecuTime payroll.

Activities
Prepare staff and locations for administration of all Civil Service examinations: written, physical agility test; assessments centers; oral board
testing; military make-up exams.
On a daily basis, advise city departments, unions, employees and the public on all Civil Service matters.
Review classification plan: determine needs of the departments; update current job specifications and develop new titles, as required.
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Division of Civil Service
Division #25-1054

Activities (continued)
Train new Personnel Specialists on all aspects of Test Administration, Eligible List Management, Classification system administration,
Jurisdictional Classification, application review/qualifying, job audits, selection, recruitment, placement and various other civil service
procedures.
Post/update all City of Buffalo Civil Service examination and vacancies on newly designed city web page.
Oversee and participate in the preparation and adoption of eligible lists including canvassing, processing candidates and certifying the lists
to the appointing authority.

Accomplishments
Administered entry-level Firefighter examination on May 1, 2018.
Hired a total of 78 entry-level Police Officers.
Hired a total of 130 entry-level Firefighters.
Process by reviewing applications approximately 5,000 applicants (annually) for examinations, provisional, temporary, seasonal, non-
competitive and unclassified appointments for all City Departments, the Board of Education, Buffalo Sewer Authority and the Buffalo
Municipal Housing Authority.
Completed the Annual Report for NYS Civil Service 2018, reporting all new hires and current employees and their Civil Service status; report
exams administered and HR completed and projected projects and goals.
Conducted job audit for positions in Board of Education Benefits Department for feasibility study.
Created and/or revised job specifications for the following positions: Director of Open data; Press Information Officer (BSA); Environmental
Safety Assessor; Special Events Coordinator (Parks); Special Events Coordinator (Public Spaces and Invoicing); Landscape Architect;
Secretary to the School Board and HUD Grants Program Administrator as well as other departments in the City, BMHA and Sewer Authority.
Reviewed Civil Service Rules 1- 20 to submit to NYS Civil Service Commission.
Began process to adopt Mode! Civil Service Rules;

. Review job spec for Recreation Instructor (may have to conduct field audit because the union is seeking changes that will impact the critical

duties); .

Assist in procuring new site for Fire Abilities testing (ongoing);

Began rule appendices process for titles that require reclassification upon recommendation from NYS Civil Service;

Pursue different avenues to process seasonal stationary engineers for the Board of Education and DPW;

Met with BSA to resolve issue regarding certification for Wastewater Treatment Plant Operator title (revised job spec accordingly);
Implement new procedure for tracking acting time to ensure that departments are in compliance with Section 100 of Civil Service Law.




City of Buffalo

General Fund

Adopted Budget 2019-2020

2017-2018 2018-2019 2018-2019 2018-2019 2019-2020

Actual Amount Adopted Revised Budget Year To Date Adopted

Budget 6/10/2019 Budget

1054 HR CIVIL SERVICE TOTAL 1,373,001.03 1,578,610.88 1,962,903.02 1,677,575.66 1,338,944.64
12554001 CIVIL SERVICE PS 430,425.60 545,698.88 545,698.88 401,984.99 628,857.64
411001 ANNUAL SALARY 362,923.19 428,834.00 428,834.00 357,280.16 505,391.00
412002 HOURLY SALARY 28,361.25 81,125.00 " 81,125.00 25,160.00 81,125.00
413001 OVERTIME 29,037.83 24,985.00 24,995.00 16,623.95 24,995.00
413003 ACTING TIME 1,798.59 0.00 0.00 331.42 0.00
414001 LONGEVITY 2,100.00 2,100.00 2,100.00 1,125.00 5,575.00
414007 PERFECT ATTENDANCE INCENTIVE 5,853.74 4,709.12 4,709.12 0.00 7,835.88
414028 VACATION BUYOUT 0.00 3,215.76 3,215.76 1,293.46 3.215.76
415001 AUTOMOBILE ALLOWANCE 351.00 720.00 720.00 171.00 720.00
12554004 CIVIL SERVICE TR 1,752.40 550.00 670.00 310.00 625.00
458001 TRANSPORTATION 0.00 125.00 125.00 0.00 125.00
458002 MEALS & LODGING 1,567.40 225.00 225.00 0.00 300.00
458003 REGISTRATION & MEMBERSHIP FEES 185.00 200.00 320.00 310.00 200.00
12554005 CIVIL SERVICE SP 3,460.59 8,915.00 8,403.13 6,205.59 4,415.00
461001 OFFICE SUPPLIES 2,761.87 2,500.00 2,623.13 2,616.83 0.00
464000 PERIODICALS 414.00 415.00 450.00 450.00 415.00
467000 MISCELLANEOUS SUPPLIES 284.72 6,000.00 §,330.00 3,138.76 4,000.00
12554006 CIVIL SERVICE SV 937,362.44 1,023,447.00 1,408,131.01 1,269,075.08 705,047.00
432002 MEDICAL SERVICES 73,688.00 148,725.00 148,725.00 103,685.00 120,375.00
432004 ENGINEER & TECHNICAL SERVICES 8013,256.25 751,250.00 1,132,896.91 1,120,841.99 440,000.00
443400 EQUIP MAINTENANCE CONTRACTS 283.00 272.00 322.00 321.00 272.00
444101 RENTAL LAND & BUILDINGS 44,378.58 100,000.00 100,000.00 21,575.07 125,000.00
454000 ADVERTISING 4,210.00 7,000.00 7,000.00 6,605.00 4,000.00
455000 PRINTING & BINDING 2,638.88 3,500.00 3,500.00 690.00 2,700.00
455100 INTERNAL PRINT SHOP 3,508.73 5,200.00 6,384.00 6,383.92 5,200.00
456000 OTHER SERVICES 5,399.00 7,500.00 9,303.10 8,973.10 7,500.00
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Division of Compensation & Benefits
Division #25-1055 |
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DEPARTMENT OF HUMAN RESOURCES

Division of Compensation & Benefits
Division #25-1055

Summary
Revenue $-
Appropriations 3,901,395
Fringes 365,462
Total Appropriations 4,266,857
Net ($4,266,857)
Goals

Update employee/retiree records for purposes of ensuring that death natifications are timely;

Oversee the City’'s compliance with the Affordable Care Act and related New York State laws and regulations as they pertain to self-insured
health and pharmacy benefits;

Participate in ensuring that the City is in compliance with all laws and regulations pertaining to the administration of Compensation and Benefits,
such as in cases dealing with FMLA, Workers’ Compensation, and unemployment;

Ensure that drug rebates, subsidies and reconciliations are applied, managed and received in a timely manner, as these relate to the City’s self-
insured prescription program;

Interface with MIS department on implementing ExecuTime payroli;

Collaborate with City of Buffalo vendors on issues concerning Compensation and Benefits.

Activities
Prepare for the 2019 annual open enroliment;
Preparing to work with outside Consultant for an Employee Dependent Verification;
Working closely with MIS/Audit & Control for 2019 medical premiums upload;
Advise employees, retirees and members of Collective Bargaining Agreements regarding their benefits;
Continual departmental training on any upcoming ACA changes;
Review and continually update new hire/exit orientation packages.
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DEPARTMENT OF HUMAN RESOURCES

Division of Compensation & Benefits
Division #25-1055

Accomplishments
Issued and completed Request for Proposal (RFP) for Medical Broker, Premier Consulting;
Issued a Request for Proposals (RFP) For Pharmacy and Retiree Drug Subsidy Vendors, for which the selection process is underway;
Interfaced with MIS departments on uploading all employee premiums and benefits on MUNIS system;
Worked with Express Scripts in transferring Fire personnel to their new Pharmacy benefit;
Generated a pharmacy reimbursement of approximately $4.1 million in 2018;
Held an Employee Benefits Fair for purposes of educating City employees on available benefits and enroliments in 2018;
Completed annual PESH/OSHA report for February 1, 2019 posting.




City of Buffalo

General Fund

Adopted Budget 2019-2020

2017-2018 2018-2019 2018-2019 2018-2019 2019-2020

Actual Amount Adopted Revised Budget Year To Date Adopted

Budget 6/10/2019 Budget

1055 HR BENEFITS & MANAGEMENT TOTAL 3,403,138.06 3,841,137.75 3,841,267.42 3,142,099.80 3,901,394.52
12555001 COMP & BENEFITS PS 494,645.74 503,569.75 503,569.75 352,443.18 515,030.52
411001 ANNUAL SALARY 478,692.31 486,226.00 486,226.00 337,028.73 486,226.00
413001 OVERTIME 8,938.18 5,000.00 5,000.00 8,087.73 10,000.00
413003 ACTING TIME 1,874.35 3,000.00 3,000.00 1,908.72 3,000.00
414001 LONGEVITY 5,800.00 6,125.00 6,125.00 5,400.00 6,450.00
414007 PERFECT ATTENDANCE INCENTIVE 1,340.90 2,160.59 2,160.59 0.00 8,296.36
414028 VACATION BUYOUT 0.00 1,058.16 1,058.16 0.00 1,058.16
415001 AUTOMOBILE ALLOWANCE 0.00 0.00 0.00 18.00 0.00
12555004 COMP & BENEFITS TR 914.50 400.00 700.00 684.00 700.00
458003 REGISTRATION & MEMBERSHIP FEES 914.50 400.00 700.00 684.00 700.00
12555005 COMP & BENEFITS SP 2,398.59 2,000.00 2,412.17 2,105.62 0.00
461001 OFFICE SUPPLIES 2,398.59 2,000.00 2,412.17 2,105.62 0.00
12555006 COMP & BENEFITS SV 2,905,179.23 3,335,168.00 3,334,585.50 2,786,867.00 3,385,664.00
429007 CASE MANAGEMENT SERVICES IOD 359,499.96 375,000.00 375,000.00 450,000.00 325,000.00
432002 MEDICAL SERVICES 2,545,171.52 2,950,904.00 2,950,904.00 2,336,785.75 3,051,900.00
455000 PRINTING & BINDING 0.00 64.00 64.00 0.00 64.00
455100 INTERNAL PRINT SHOP 12.75 400.00 417.50 81.25 200.00
456000 OTHER SERVICES - 495.00 8,800.00 8,200.00 0.00 8,500.00



City of Buffalo
Adopted Budget 2019-2020
General Fund

Compensation & Benefits
Budgeted Salaries

Org Object Description Quantity Unit Cost Total
12555001 411001 Compensation and Benefits Specialist Step 5 A044 6 55,025 330,150
12555001 411001 Senior Accountant Step 5 A056 1 59,628 59,628 |
12555001 411001 Director of Compensation And Benefits {109 1 96,448 96,448

) Total 8 486,226
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DEPARTMENT OF HUMAN RESOURCES

Personnel Division
Division #25-1057

Summary
Revenue $10,000
Appropriations 166,897
Fringes 45,682
Total Appropriations 212,579
Net ($202,579)
Goals

Design employee training courses for all City of Buffalo Employees addressing areas such as customer service, workplace stress,
management leadership and sexual harassment in the workplace by 12/31/2019;

Plan and implement Wellness Programs on topics such as employee heart health, fitness, workplace stress reduction, nutrition and diabetes
management with an employee participation goal of 600 unique employees;

Initiate and collaborate with Law and Audit Departments to ensure all contract renewals for 2019;

Initiate, complete and follow up on 20 New York State Disability Retirement Applications as they relate to City of Buffalo Firefighters;
Conduct newly hired employee orientations and exit interviews for departing employees reaching 30 personnel in the 2019-2020 fiscal year.

Activities
Conduct employee surveys in 2019 regarding employee needs and interests. Employee survey will reach all departments via electronic
messaging or by means of manual copies;
Plan and coordinate wellness functions in concert with the City’'s Wellness Committee. Wellness Committee, meeting on a monthly basis,
will develop and operational plan for 20-19-2020 ensuring that all departments will have access to weliness programs;
Collaborate with City of Buffalo Administrators in order to schedule and train mid-level managers on leadership and supervision skills.
Trainings will be offered throughout the 2019-2020 fiscal year;
On a weekly and monthly basis will communicate with both Law and Audit Departments to ensure that contract renewals are completed on
time and with all salient documents updated for Common Council approval;
Regarding timely submission of New York State Disability Applications for City of Buffalo Firefighters, will attend and work closely with
Injured on Duty (I0D) Committee which will meet on a monthly basis throughout the 2019-2020 fiscal year.



DEPARTMENT OF HUMAN RESOURCES

Personnel Division
Division #25-1057

Accomplishments
Secured a training grant with the New York State Department of Labor in the amount of $19,596 for the City of Buffalo. Arranged a contract
with the company, ErgoWorks, in order to conduct workplace violence training in all City of Buffalo Buildings and Programs;
Coordinated the delivery of workplace violence training to all City of Buffalo Departments with the company, ErgoWorks, by reaching over
1200 employees via 84 distinct sessions. Training was conducted in order to successfully satisfy PESH (Public Employee Health and
Safety) citations in 2018; ‘
Coordinated the City of Buffalo’s Wellness Committee and conducted wellness activities such as biometric screenings, Let's Talk Health
Interviews for employees, walking programs such as Stepping Out Buffalo and a six week nutritional program for 25 employees. In 2018-
2019, 500 unique employees participated in weliness activities;
Completed and submitted fifteen (15) disability retirement applications to New York State Disability Retirement System for Police and Fire;










