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Meeting Agenda

 Welcome and Introductions
 Snapshot of the City & County Structure
 Human Resource Management
 Training Programs



Snapshot of the City – The Civil Service System

 What is the merit system and how does it affect public policy?
 Fundamental principles:

 Government jobs awarded based on fair and open recruitment and 
competition

 Employment practices be free of political influence

 San Francisco Civil Service Commission
 One of the oldest in the country, pre-dated only by a few years by Chicago, 

New York, and a few other Eastern municipalities
 CSC offices opened January 8, 1900

Snapshot of the City – The Numbers
 What does it mean to be a City and County?
 60 Departments

 Varied size
 Range of services – City services like Police and County services like 

Sheriff and Human Services
 70 difference advisory boards, commissions, task forces and 

workgroups
 Workforce of 30,000

 Largest employer in the City
 1,100 different kinds of jobs
 Employees represented by 27 labor unions



Human Resource Management

 Guiding rules
 City Charter and Administrative Code
 Civil Service Rules

 Central agency vs department control
 Appointing officer authority
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Department of Human Resources

 Mission:  To use fair and equitable practices to hire, develop, support, and 
retain a highly-qualified workforce.

 DHR administers the City's civil service system, ensures payment of 
workers' compensation benefits to injured employees, negotiates and 
administers labor agreements with the City's labor unions, ensures equal 
employment opportunities for employees and applicants, and trains, 
develops and manages the City workforce.

Training HR Professionals

Workforce Development



Goals

 Increase standardization of HR best practices 
across 60 City Departments

 Ensure that all HR Professionals in the City have a 
big picture view of all HR functions

Three Programs
 HR Analyst Development Program
 HR Essentials Online Program 
 HR Academy Instructor Led Program



HR Analyst Development Program
 Target Audience: Newly Hired HR Analyst Trainee
 Program Goals: 

 Well rounded HR generalists, well-versed in the City’s 
policies and procedures

 Operational on Day 1 upon graduation 

General Program Structure
 Competitive exam process to enter as trainee
 12 month program

 5 months classroom training
 7 months practicum at participating departments 

 At program completion: compete for HR Analyst 
eligible list

HR Analyst Development Program
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Classroom Component

 Curriculum written and led by 
Subject Matter Experts from 
Central HR Office

 Lecture, case studies, 
interactive assignments with 
feedback

HR Analyst Development Program



Practicum Component 
 Structured Practicum
 Designated practicum coach at 

participating departments
 Rotation of 18 calendar days at 

each department

HR Analyst Development Program

Additional Program Components
 Mentoring and Coaching (DHR Mentor, Practicum Coach)
 Professional Development Training

 Software: Excel & Visio
 Meeting Management, Writing 

 Ongoing evaluation and standardize performance ratings
 Regular presentations to steering committee 

HR Analyst Development Program



Summary
 Piloted 2014-15
 Program to start in September 2016

 11 Trainees requested
 8 Departments

HR Analyst Development Program

HR Essentials
 Target Audience: HR Professionals across the City

 HR Trainees
 HR Analysts
 Senior HR Analysts
 HR Managers
 All DHR Staff

HR Essentials Online Training



HR Essentials
 Online training on demand
 New modules launched monthly
 Currently 562 HR Professionals automatically 

enrolled
 HR professionals select the modules they want to 

view through learning management system

HR Essentials Online Training

HR Essentials Modules

HR Essentials Online Training
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HR Academy Training
 Target Audience: Current Citywide HR Analysts

 HR Analysts
 Senior HR Analysts

HR Academy Training

HR Academy Training
 Instructor Led
 Self Selection / Self Register
 HR Essentials may be pre-requisite for some 

workshops
 Certificate for completion of all workshops

HR Academy Training
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HR Academy Training

Citywide Performance Management

 Self Management
 Performance Planning
 Performance Appraisal
 Coaching 
 Performance Improvement
 Discipline

 Building Rapport
 Setting Expectations
 Coaching 
 Documentation



Citywide Performance Management

Management Leadership Development



Professional Development

 Customer Service Skills
 Project Management
 Productivity
 Presentation Skills
 Facilitation Skills
 Meeting Management

City University

 Partnership with local educational institutions
 Self-Directed
 1-2 Day Programs
 Semester Long Programs
 Certificate Programs



Training Formats
 Instructor-Led Sessions
 Web-based Learning
 Blended Learning 

 Students learn a portion of the material through online 
format, at their own pace, and learn the rest through more 
traditional session.

 Allows more time for group discussion and instructor 
feedback during session

Blended Learning Sample Format

 2 online modules to be completed before attending 
class.

 In person session working on case studies of 
concepts learned online.



Online Learning Development

 Use of Adobe Captivate
 Instructional Design Principles

 Clear, concise information
 Interactivity


