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'HUMAN RESOURCES &
RECRUITING

Human Resources works with department heads to recruit and hire talented, engaged, forward thinking
employees and to retain top performers. Human Resources works to ensure all efforts engaged in the

Cityof
SuwaNee employee life cycle are aligned with the City’s strategic goals.
georgia
e HIRE:
« Advertise open positions in diverse avenues (website, newspaper, career fairs, etc.).
 Provide thorough background checks on potential employees to insure hire of quality staff.
* Provide comprehensive orientation for new employees including processing of all paperwork,

education on policies and welcome to the City.
STAFF: 3 3 .
2 full-time RETENTIQN. . | .
1 part time * Provide employee recognition program to honor employees’ milestones and achievements.

« Conduct market study every 2 years to ensure salaries are competitive with the market.

« Conduct class comp study every 3-4 years to review job descriptions including task analysis, salary
EVERYDAY structure and marketable salaries.

ACTIVITIES: + Provide competitive and cost effective employee benefits package.
- Benefits Administration + Review annually the Employee Handbook to keep policies and procedures current and up to date.

: Etc':\?ﬁ)?/resealt-:g:dbook . Prov@de Educa.tion/Traini'ng opportunities.for employees - The City supports continuing educatien and
. Employee Relations prewdes funding for onsite as We\_l as offsite training _fc_)r employees. The City also provides a tuition
. Employee Wellness Program reimbursement program for full-time employees desiring higher education.
(recognized as Heart Association + Coach/advise managers and staff regarding employee relations matters.
EFi;[/Fr.ifend\y Worksite) * Provide flexibility in work schedules to boost employee morale.
. peni?l,ﬁ COMPLIANCE:
- Recruiting « Monitor new employee work eligibility verification through E-Verify.
* Research and analyze Federal and State laws to insure compliance.
« Continue to attend training to stay abreast to current HR laws and practices.
* Provide a drug free workplace for safety of employees.
+ Network with other HR professionals in the local government arena to share best practices.

+ Partner with Police to continue State and National accreditation.
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