CoMMISSION

Human Resources

Carolyn Horwich, Esq.
Director of Human Resources
May 15, 2017

Objectives

COMMISSION

= Orient new Human Resources staff

= Update current staff on JAC Human
Resources transitions
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|Whatwedo...

COMMISSION

Requests to Fill

New Hires

Position Descriptions

Benefits (pre-tax insurance)
Benefits (post-tax through CAS)
Parking & Transit

DMINISTRATIVE

A

Retirement

Personnel Action Requests

g |Whatwe do...

3

8 = Set up Master Login for DFS Employee
& Information Center

ré = Employment Verifications

9:; = Leave Payouts

% = Rate Reports

A

Monthly Reports

Reemployment Assistance - CONNECT

Issue Memoranda
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|Whatwedo...

Serve as E-Verify Administrator

= COMMISSION

=
=
| |

Act as information conduits

ATIV.

=
ot

Distribute links to employment posters

Secure statewide training

DMINIST

Submit Pay Plans to Leadership

A

Collect and submit Lump Sum Bonus Plans
Link Circuits with EAP (e4Health)

|What we don’tdo...

= Provide legal advice

COMMISSION
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= |nterpret statutes or rules

Tl
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= Speak directly with your employees

=
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=
0%) |Resources
=
=
= Pay Plans
. = Statutes
= Administrative Rules

General Appropriations Act

i

DMINISTRATIVE

Federal Law

E Al

[1C|

Jus

Who we are. ..

= Carolyn Horwich — Director

" (COMMISSION

= Andy Snuggs — Deputy Director

=
=

|§ = Jamie Johnson, Kevin Garland, Loraine Cole, Kathy

:g Prehoda -- Payroll and more

;-:3 = Jennifer Henderson, Jessica Kranert — Retirement

g = Amy Maros — Benefits, Requests to Fill

<C = Amber Moore — Benefits, Position Management, Parking,

=
-

Reemployment Assistance

[1C|

= Monica Thomas —New Hires, Reemployment Assistance

Jus
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Recent and Upcoming Transitions

COMMISSION
| |

Moving to Laserfiche
E-Verify
Website
Always innovating
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| | | |
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MY JACLOGIN

Notice of the short list of qualified Respondents File size:251KB A

‘The Justice Administrative Commission (JAC), created in 1965, provides adminisirativa services on behalf of 49 judicial related offices.

ces of State Attorney
and the Statewide Gu:
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JAC's Vision: To be a madel of exemplary state government and provide unparalleled services.

JAC's Mission: To s

ort the entiies we senve and

orida's judidial system with fiscal controls, best practice:

iplary service.
JAC's Core Competencies:
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http://www.justiceadmin.org/

JAC Human Resources Website

AJAC Home
Human Resources - Home

Americans with Disabilities Act
(ADA)

Benefits

payroll

Contacts

Deferred Compensation

Ethics & Finandial Disclosure

FAQs

Forms

Job Postings

Memoranda

Post-Tax Benefits

CoMMISSION

Welcome

Human Resources

The Human Resources Section is just that — your resource for personnel matters. For those we administratively serve. we hope to be your bridge between you and state and federal

offices. And for all emplayees, we strive to provide you with the most up to date and accurate information possible. In this way, state employees &

deserve.
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Disabilities A;
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Contact Information

= Payroll email at payrollgroup@justiceadmin.org

= COMMISSION

=’
=

= Benefits email at benefits@justiceadmin.org

ATV

= Retirement email at
retirementcoordinator@justiceadmin.org
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posttaxbenefits@justiceadmin.org

/

[

C

= Requests to Fill (job postings) at
jobpostings@justiceadmin.org

JUSTI

Contact Information

COMMISSION

Carolyn Horwich

ATIVE
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Carolyn.Horwich@justiceadmin.org
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(850)488-2415, ext. 290
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Questions
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CoMMISSION

Request to Fill Vacancy

Carolyn Horwich, Esq.
Director of Human Resources
May 15, 2017

|What...

COMMISSION

= A Request to Fill (RTF) is a job posting

-
L

= People First job site
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|Why...

" Free

= COMMISSION

STRATIVE

S

= Storage

\DMINI

= Easy

=!

JUSTIC

= Apply online

= On the Internet

&R

3
2 |
S IHow...
L) STATE OF FLORIDA
% REQUEST TO FILL VACANCY
2 ] Capital Collateral Regional Counsel A‘enq
9] Y T —
O = Complete the e e
Ly Request to Fill St Atemefs ofee
= Type of Advertisement
= Vacancy form o ot
— sl Reoncy
[ni:. 7 ;unvﬂdnrﬁs(d
Ff: " send to the jOb Pasition
W . g
= posting email T
_‘::- b - i F.|'E: _ .Gr(ult:
= jobpostings@just o Fostlon T G
_@ iCeadmin .Ol’g Class Code: Career Opportunities: Pisase Select M
< C\ Contact i
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Advertisement
Proposed From: To:
::;:r:srmam
o 4
Date Submitted:
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Standard Language

COMMISSION

ADMINISTRATIVE

Ci

JUSTI

The State of Florida is an Equal Opportunity Employer/Affirmative
Action Employer and does not tolerate discrimination or violence in
the workplace.

Applicants requiring a reasonable accommodation, as defined by the
Americans with Disabilities Act, must notify the agency hiring
authority. Notification to the hiring authority must be made in advance
to allow sufficient time to provide the accommodation.

The State of Florida supports a Drug-Free workplace. All employees
are subject to reasonable suspicion drug testing in accordance with s.
112.0455, Florida Statutes, Drug-Free Workplace Act.

Job Posting Tips

COMMISSION

ADMINISTRATIVE

C

JUSTI

= Include how you want applicants to apply

* Include special instructions

= Consider using qualifying questions

= Review advertisement for accuracy *
= Use correct terminology (e.g., The Florida Bar)

= Avoid outdated class specifications

= Submit a day or two before you want the advertisement
posted

= Use the job posting email address:

Session C - HR

Overview - Presentation
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mailto:jobpostings@justiceadmin.org

|Get/Send the RTF Form

= Get the form from our website

COMMISSION

— https://www.justiceadmin.org/

IVE

Tl

Al

Human Resources > HR Forms >

[
n

Download Request to Fill Vacancy Form, PDF or
MS Word format

= Do a “save as” for your records

A\DMINIST:

E £
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TIC

= Email form to
jobpostings@justiceadmin.org
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MY JAC LOGIN

==
=

—
<T

# JAC Home JACHome | Human Resources / Job Postings
Human J ¢
Resources - Ob POStlngS
Home

The Request to Fill (Job Postings) email, jobpostings@justiceadmin.org, is for your advertising needs, If you have a

Americans with vacangy to fill and would like to take advantage of the free service through the People First job site, simply complete
Disabilities Act a Request to Fill Vacancy Form POF (3 [T ms Word s [FEJ and submititto the Request to Fill (fob Postings)
(ADA) email, jobpostings@justiceadmin.org.
Benefits @ The Request to Fill (Job Postings) email at jobpostings@justiceadmin.org
P I ® GoToMeeting Video - "The People First Job Site & Job Postings” (MP4 38.6MB) (WEBM 47.4MB) (OGV 203MB) -

ayrol

02/23/2017
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| FAQ’s about the RTF Form

Q-Is it required we use People First for job
postings?

A-Since we are not a State Personnel Agency, there is not a
requirement that we use People First for job advertisements.

COMMISSION

Q- Is there a set number of days a job posting must
be up or can stay on the People First Job site?

A- People First does not have a minimum amount of time a
position has to be posted. You should consult your agency’s
internal policies to make sure they don’t have a minimum time.
There is an initial six month limit. However, the time can be
extended if needed.

ADMINISTRATIVE

CE

JUSTI

| FAQ’s about the RTF Form

Q- Can non-FTE positions be advertised on People
First?

A- Yes, non-FTE positions, such as OPS and
contracted positions, can also be advertised on
People First.

COMMISSION

ADMINISTRATIVE

Q- If we advertise on People First, are we required
to accept online applications?

CE

A- No, the use of the online application process is
not required. However, it is encouraged.

JUSTI

Session C - HR Overview - Presentation



People First Job Site

COMMISSION

= On January 1, 2017, People First
launched a new public
employment website along with
an updated Performance & Talent
Management module.
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Changes

COMMISSION

= The State of Florida application is no longer
supported by DMS.

= Applicants who apply directly to your
agency can no longer be added to your
online applicant list if they are hired.

ADMINISTRATIVE

= The agencies JAC serves no longer are
considered separate from JAC proper on
the job site.
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The Basics — System Requirements

=  Why should you worry about the minimum system requirements?
User Experience!!! If you use a non-supported browser version you
may experience technical difficulties generally due to cache/cookie
issues

COMMISSION

IVE

AT

°c — Browsers — Internet Explorer 11 (note IE 9 and 10 are not
@; supported in the Performance & Talent Management System),
;._.:_—‘s Latest version of Firefox
,’E% — Platforms — Windows Vista, Windows 7 or 8; Apple Mac OS X Lion
"35 (10.7) or higher

— Refer to Memoranda 002-17HR-People First Job Site for

additional information https://www.justiceadmin.com/HR/HRMemos/002-
17HR%20-%20People%20First%20Job%20Site.pdf

* Make sure your network team knows about these changes

s @ . JIAC.. B IAC.. — Peop.. @ For.. E]FLAL. @ Home.. @ hitp.. @ hetp.. @ b (3 Div. @ihitp., & The <@ v Pagev Sy~ Tookv @~
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https://www.justiceadmin.com/HR/HRMemos/002-17HR - People First Job Site.pdf

Career Opportunities Page
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8 Email simiar jobs to me:

sassfeed DOOODOEED

Resuls 1 - 2507 29

Poting Datey  Category

Jisscorr | ceee

TORNEY - 21000459 2579 Fbat 20 Legd
ot oSOy TSSO s g

Job Posting

OMMISSION

45 @tp UC. BIC. —Pep. @ For. AL @ Home. @ . @ b © o v Dhp. £ The

Search by Keyword Search by Location Search jobs

ostal Code:

Ly
o - .
— «Back o search resuts
—
< Emailsimiar jobs to me share thisjob E1C] ACI@E

ig
F STATE ATTORNEY'S OFFICE, FIRST CIRCUIT-ASSISTANT STATE
:-&] ATTORNEY - 21015200
E Date: Feb 21,2017
;_: Location: DEFUNIAK SPRINGS, FL, US, 32435
Q)

Al

Requisition No: 4855

[

Agency:Justice Administrative Commission

C

Viorking Title: STATE ATTORNEY'S OFFICE, FIRST CIRCUIT-ASSISTANT STATE ATTORNEY - 21015200

Tl

Position Number: 21015200

Salary: $40,000.00

Jus

ing Date: 03/10/2017

Florda,
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After Posting

= Your Request to Fill has been posted. Now
what?

— If you are not accepting online applications

* Once it is verified that you are finished with the RTF, JAC will
have it closed

COMMISSION

— If you are accepting online applications

* You review candidates who applied through People First

ADMINISTRATIVE

CE

* You complete your internal hiring process
* You let JAC know whom you hired and when they started

JUSTI

* Once that information is received JAC will close out the RTF

Who Can Review Candidates

= Anyone who was assigned as a team member to
the RTF.

— Team member must have an R or U security code in
People First.

* R code allows for the employee to see their individual
information and the RTF they are assigned to only.

* U code allows for the employee to see their individual
information and the information of all the employees
employed with your agency.

ADMINISTRATIVE COMMISSION

CE

*U codes are usually restricted to HR personnel only.

= Hiring managers - by default (JAC staff).

JUSTI
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The Basics — Accessing the New
Performance & Talent Management System

= Navigation to the New Performance & Talent
Management System is the same navigation as

COMMISSION

EA

=

link in the menu navigation bar to launch the
New Performance & Talent Management
system

(6]

JUST!

= used to access the previous system

5 — Log in to People First at

= www.PeopleFirst.myflorida.com

S — Select the Performance & Talent Management

COMMISSION

TRATIVE
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CE
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| Performance & Talent Management
login page

- COMMISSION

=
-

STRATIV,

INE

User*
Password *

ADI

=
=/

PR SAEg

Copyrig

C
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21
(5]
home page
b Announcemems Lhd |
! Welcome to the NEW Peaple First Talent + Due Anytime (1)
Ly Management System!
-~ B 0 Recruiter
e Currently, the State of Florida offers a 2.f 14 Completsd
— performance management module to manage
= an employee’s performance by setting job- , Recently Comgleted (0)
— ‘specific expectations, monitoring progress,
L and evaluating the employee on both job-
o specific expectations and agency
= expectations (if offered). There is also a
— recruiting management module available to
(V) hiring managers to post job advertisements,
- review job applicant submissions, and select
7 potential job applicants for interviews. In
P v
- - S
—_—
‘-{‘_\L‘ Org Chart Directory Proxy Management | GoTo
Performance Route Form = TalentProfie
Ly Employee Video =
Transfer Forms to New Manager | }
@ | & Edt Change Form Date A
= i | ‘ |
‘ i
22
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A Recruiting

Job Requisitions  Preferences  Candidates

* Amouncement Type
Requisition ID
Status

* Requistion Job Title
* Positon Number

* Positon Title

* Position Type:

* Employes Group

* Employee Sub-Group
* Number of Openings
* Country

Faciity

Address

* ity

| * State
* 2P Code

* County

* Agency

* Organization Code
FLAR Org Code
Background Screenirg
Driver' License:

Job Code

Job Farily

Job Grade

= EFN toh Patasnrs

Open Competive
3

Open
Job Information

PROFESSICNAL ACGOUNTANT | -21012438
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