ADOPTED - SEPTEMBER 24, 2012

Agenda Item No. 8

Introduced by the County Services and Finance Committees of the:
 
INGHAM COUNTY BOARD OF COMMISSIONERS
 
RESOLUTION AUTHORIZING THE HUMAN RESOURCES DEPARTMENT TO CONTRACT WITH THE TRI-COUNTY OFFICE ON AGING TO PROVIDE HUMAN RESOURCES SERVICES
RESOLUTION #12-305

WHEREAS, the Office on Aging requires human resources services for its personnel; and
 

WHEREAS, Ingham County Human Resources has provided contract human resources services to Tri-County Office on Aging (TCOA)  since the approval of the original contract on March 1, 2007; and

WHEREAS, the County has proposed to continue to provide the Tri-County Office on Aging the human resources services which the Office on Aging requires; and
 
WHEREAS, the Office on Aging accepts the County’s proposal, subject to the terms and conditions of this Agreement.  
 
THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners authorizes a contract to be executed for the Ingham County Human Resources Department to provide the Tri-County Office on Aging with human resources services from January 1, 2012 through December 31, 2012. 
 
BE IT FURTHER RESOLVED, the Office on Aging shall compensate the County for human resources services performed under this Agreement, in total amount not to exceed $40,028.00 for the term of this Agreement.  

 
BE IT FURTHER RESOLVED, that the Ingham County Board of Commissioners authorizes the Board Chairperson to sign the attached contract document as to form by the County Attorney.
 
COUNTY SERVICES:  Yeas:  Holman, Schor, Grebner, Celentino, De Leon

   Nays:  None   Absent:  Vickers     Approved 9/18/12

FINANCE:  Yeas:  Grebner, McGrain, Nolan, Bahar-Cook, Tennis, Dougan

   Nays:  None   Absent:  None     Approved 9/19/12

2012 SCOPE OF INGHAM COUNTY HUMAN RESOURCES SERVICES

TO BE PROVIDED TO

 TRI-COUNTY OFFICE ON AGING

1. Interviewing

a. Research and create recruitment strategies for job openings.  

b. Screen and refer candidates for phone interviews.  Conduct phone interviews as needed.  

c. Create, edit and track interview questionnaires for face-to-face interviews.

d. Conduct face-to-face interviews with applicable Supervisors.  

e. Make hiring recommendation to Supervisors, Program Directors and/or Executive Director. 

2. Job descriptions and salary determination
a. Create, edit and maintain job descriptions.

b. Research, analyze and advise on the Agency’s job descriptions and compensation rates as requested.  

3. Policy and Procedure interpretation and support.  

a. Provide guidance and technical support to staff regarding Human Resources policies.  

b. Make recommendations to create or edit Human Resources policies as needed.  

c. Working with the Leadership Team, coordinate and assist with revisions to the Employee Handbook, Agency Safety Handbook and all Human Resources policies, procedures and manuals.  Responsible for organizing and tracking drafts through the approval process.  
4. Employee Relations

a. Work with the Leadership Team to facilitate consistent application of Human Resources policies.  
b. Monitor Employee Suggestion Box submissions.  Prepare responses with input and approval from the Leadership Team and Executive Director.  
c. Draft disciplinary notices for Executive Director’s review.  

d. Deliver disciplinary notices to employees with repetitive performance issues.  Issue final warning.  

e. Notify employees of terminations.  Responds to unemployment claims.  Serve as primary contact to the Agency’s legal counsel regarding UIA appeals.  

f. Investigate allegations of harassment and hostile work environments.  Recommends appropriate actions to the Executive Director.  

5. Meetings

a. Attend Leadership Team meetings

b. Attend Board Meetings.  Prepares quarterly activity report for review by the Executive Director and Assistant Director prior to submission to the Board.  

c. Coordinate and arrange quarterly in-service training meetings for employees.  Facilitate as needed.  

d. Serve as liaison to the Personnel Committee of the Board and coordinate with them to prepare the Executive Director’s annual performance evaluation.  

6. Miscellaneous

a. Prepare weekly activity log and submit to Executive Director and Assistant Director.  

b. Conduct quarterly benefit and attendance audits.

c. Conduct needs assessments and helps identify training opportunities to enhance employee development.  

d.  Provide information and input on various issues including, but not limited to, FMLA, ADA, OSHA. MIOSHA, Workers Compensation, Safety, Leave of Absence requests.

HR Analyst work time shall be divided between TCOA and Ingham County on a half-day basis (morning for TCOA/afternoons for Ingham County).  This division is flexible and recognizes the ever-changing dynamics of Human Resources work activities.   
