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Who we are. ..

= Carolyn Horwich — Director
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= Andy Snuggs — Deputy Director

= Jamie Johnson, Jennifer Bond — Payroll, Org. Management
= Kevin Garland, Loraine Cole, Kale Stafford — Payroll

= Jessica Estes, Kenyetta Epps — Retirement

= Amy Maros — Benefits, Requests to Fill
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= Monica Thomas — Benefits, Reemployment Assistance
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= Bryce Burnett — New Hires, Reports, Requests to Fill
= Jennifer Swerdzewski — Payroll Email to Laserfiche
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| Subject Matter Contacts
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= Payroll email at payrollgroup@justiceadmin.org

= Benefits email at benefits@justiceadmin.org

= Retirement email at
retirementcoordinatar@ijusticeadmin.org

= Post-Tax Benefits at B
posttaxbenefits@justiceadmin.org
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Requests to Fill (job postings) at
jobpostings@justiceadmin.org
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Background

= Not part of the State Personnel System

— Federal and State Law, Administrative Rules,
General Appropriations Act

-

- COMMISSION

ATIVE

Y,
o

ac

= Does not use People First
— BOMS or Other System

= Pay Plans and Salary Schedules
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— Memoranda, Newsletters, Tidbits
Statutes
Administrative Rules
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General Appropriations Act

Federal Law




IWhatwedo...

Requests to Fill
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New Hires

Position Descriptions

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

Retirement
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IWhatwedo...

= Set up Master Login for DFS Employee
Information Center
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= Employment Verifications

= Privacy Indicators

= Leave Payouts

= Reemployment Assistance - CONNECT
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= |ssue Memoranda
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IWhatwedo...

= Act as information and communication
conduits

= Distribute links to employment posters

= Secure statewide training

= Submit Pay Plans to Leadership

= Collect and submit Lump Sum Bonus Plans
® Link JROs with EAP (Kepro)
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But wait — there’s more.

Rate Reports

Monthly Reports

Provide updated forms

Legislative alerts

Offer in-person training

Share resources

Look out for each JRO (best practices)

10




ATIVE COMMISSION

'
a

ADMINISTH

=

C

: )- JUSTI

IWhat wedonotdo...

Provide legal or tax advice

Interpret statutes or rules

Speak directly with your employees
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IWhat YOU can do...

Know what’s in your Pay Plan

Have your office’s leadership and your
Human Resources staff talk to each other

= Use the comments section on PARs
= Memorize our Payroll Calendar (seriously)

= |Let us know who you’re talking about the
first time around

= Use our website (please)
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Website: www.justiceadmin.org
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JAC continues to work in telewark mode in response to COVID-19, Our goal is to be as productive through telework as we are in the office. Be safe and be o
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JAC Human Resources Website
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Human Resources

Welcome

Sections of Interest
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3/30/2022

Carolyn Horwich, Esq.
Human Resources Director
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Privacy Indicators — Position Side
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Position Title Effective Date End Date
DIRECTOR OF HUMAN RESOURCES 11/01/2021 12/31/9999
DIRECTOR OF HUMAN RESOURCES 04/25/2019 10/31/2021
[ Iul DIRECTOR OF HUMAN RESOURCES 08/01/2015 04/24/2019
‘% DIRECTOR OF HUMAN RESOURCES 10/01/2011 07/31/2015
==
I__"; DIRECTOR OF HUMAN RESOURCES 01/01/2011 09/30/2011
~
o
4}_ Effective Date | 11/01/2021 End Date | 12/31/9999
(dp
2
—
< Pay Plan | 84 - Justice Admin Comm. Physical County | 037 - Leon
—
- Included/Excluded | 2 - Excluded Headquarter County | 037 - Leon
= Class | 9820 - DIRECTOR OF HUMAN RESOURCI Special Risk [
r-,}(
N Pay Grade | 029 Restricted Position []
“@ Pay Band | 00 Shared Position []
Occupation Group | 125 - MANAGER Financial Disclosure [¥]
:_ CBU | 89 - NOT REPRESENTED Security Level Check | 0 - No Security Screen Required
%‘ EEO-4 | 01 - Officials and Administrators Security Check Reason | N - Security check not required
FLSA Work Period Rescreen Months | 000

3
% L3 L3 L3 L3 L3
S ' Privacy Indicators — Position Side
g
L Shift Code = REGULAR - REGULAR Drivers License Class | N - No Drivers License Required
Full Time Equivalent 1.00 Function Code | 01
Exempt Category 2 Contract Length | 12
SES Criteria Abuse Screen [
| - Regulatory Response Drug Screen [
)
E: Telework Eligible [] Instructor  []
= Telework Eligible Percentage 0.00 Sworn/Certified [ _
-— Telework Required [ Bond [
’_g» Telework Required Percentage 0.00 Vendor Invoice []
-
X Agency Unique Supenvisor (@
“ “V| Essential Position [] or [
4
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§ Privacy Indicators — Position Side ’
:
S "To make changes —
= »0rg Management
E »Maintenance
_C;‘ig > Position Actions
% » Update Position Details
< > Security
»Make Desired Change
»Complete

Privacy Indicator -- Resources |
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= Section 119.071(4), F.S.

= JAC Memorandum HR24-2020 (9/22/20)
= JAC Memorandum HR13-2021 (8/4/21)
= JAC Memorandum HR23-2021 (9/24/21)
= JAC email to JROs (9/28/21)

= DMS — Public Records Request: Employee
Data (4/7/21)
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