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Executive Summary
Overview of the Department
The Department of Human Resources and Civil Service is the workforce connector for all City
of Pittsburgh departments. Human Resources oversees and manages, among other things,
recruitment, selection, payroll and benefits, policies and procedures, training and
development, workforce safety initiatives, employee wellness programs, employee
retention, and adopting future trends in the human resources area. The Department works
collaboratively with the Civil Service Commission, which manages a historically traditional
merit-based system for jobs within city government that focuses on recruitment, qualifying
applicants, promotions, and retention.
The Department also works in tandem with the Administration in the negotiation of union
contracts. There are currently nine (9) union contracts, which includes police, fire, and EMS.
Several union agreements are in the process of renewal.
The Department also oversees and manages the Pittsburgh Partnership program, a statebased grant. Through the Pittsburgh Partnership, the Department provides employment and
training services designed to help City of Pittsburgh residents become attached or reattached
to the labor force. Funding has been provided by the Pennsylvania Department of Human
Services' Employment and Retention Network (EARN) and targeted City Community
Development and Block Grant Funds. Pittsburgh Partnership offers a variety of training and
employment services designed to assist individuals find meaningful jobs and employers find
qualified workers.
The Department of Human Resources and Civil Service is divided into multiple general
service areas:
•

Employment and Staffing - This function includes recruitment and talent acquisition,
job analysis, validation and examination, career enrichment and retention, records
maintenance and processing, community outreach, employee recognition and
awards, and diversity and equal employment efforts.
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•

Policies and Procedures - Policy development and improvement address two areas:
1) incorporating best-practice personnel models into the City’s policies and work
culture; and 2) assessing the impact of City Council actions and management
decisions on employees.

•

Training and Development - Education, training, and development services increase
the efficiency and effectiveness of the existing City workforce, orients new
employees, and provides necessary development for career elevation in regard to
retention and opportunity availability.

•

Diversity and Inclusion - This division is committed to creating greater awareness of
the City as an equal-opportunity employer and providing a more inclusive working
environment for City employees. It also strengthens partnerships among diverse
communities to ensure that the City is intentional with its recruitment efforts and is
properly engaging in the best inclusive practices.

•

Benefits Administration and Absence Management - The Benefits Office addresses
the administration of all employee benefit plans, including legal compliance and
monitoring vendor contracts for quality, cost, and service.

•

Wellness - CityFit Wellness is an all-encompassing set of programs that aim to
enhance employees' wellness and engagement around family health. CityFit provides
weight loss programs, stress management, nutrition and fitness counseling, and other
programs. CityFit emphasizes sustainable solutions based on rewards and results and
uses web-based mobile technology with senior management endorsement.

•

Employee Safety and Injury Prevention - The Safety Office works to accomplish the
following City objectives: 1) ensure the overall safety of City employees; 2) prevent jobrelated injuries, illnesses, and property damage; 3) implement safety standards to
prevent hazardous conditions and injuries; 4) train all employees in the safe and proper
performance of their duties; and 5) gain the active support and participation of all City
employees in the pursuit of these objectives.
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•

Workers’ Compensation - The Workers’ Compensation program ensures immediate
and ongoing quality medical care to all City employees who are injured on the job and
provides a program that meets the requirements of the Pennsylvania Department of
Labor and Industry Bureau of Workers’ Compensation.

The Department is actively seeking to put more systems into its operations to capture
ongoing metrics to make more informed decisions and recommendations as it relates to the
City’s workforce. Currently, the Department does not actively conduct or track performance
evaluations beyond those required the Civil Service Commission, which is typically used in
the context of establishing merit raises.

Today’s workforce demands a more robust

performance evaluation process that includes measurable goals and objectives and
continuous improvement plans. Without regular evaluations, City employees lack critical
guidance and incentive for continual improvement in the execution of their duties for the
public, as well as the support for professional growth and development a model employer
owes them. For management, evaluations are a critical accountability mechanism for
optimizing achievement of program missions and duties. For these and other reasons, the
City should mandate regular employee evaluations, and require their use as a basis for
personnel decisions, such as salary increases, promotions, or disciplinary actions concerning
the City’s workforce. Their absence renders such decisions overly dependent on
comparatively standardless, unaccountable management discretion, and vulnerable to
appearances and suspicion of favoritism.
The Department of Human Resources should be credited for acknowledging the historical
deficit in the practice of predecessors, but it will need the support of the incoming
administration to execute on this major undertaking to ensure greater accountability for
individual City departments and supporting fair and equitable employment practices.

Overview of Civil Service Commission
The Department of Human Resources supports the Civil Service Commission, which manages
a merit-based system for jobs within city government. The Civil Service Commission has the
authority to amend and enforce the culture of merit employment for the City of Pittsburgh.
Many changes have occurred since the General Civil Service Act in 1907 in public
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employment. This includes the passage of the Civil Rights Acts of 1964, and the Pennsylvania
Public Employee Relations Act of 1970. The commission considers equal opportunity
employment. The commission is also responsible for sound labor-management relations.
The Civil Service system focuses on:
•

Recruiting applicants

•

Employing qualified applicants

•

Promoting employees

•

Retaining those employees

Civil Service Commission Members
•

David Onufer, Jr. - Commission President

•

Linda Johnson-Wasler - Commissioner

•

Tausha Saunders – Commissioner
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Findings
This section summarizes our team’s findings in the Department of Human Resources. These
findings have been validated and, in some instances, include recommendations or decision
points for the incoming Administration.

Finalize and Implement Class & Compensation Recommendations
In order to properly maintain a classification and compensation system, an on-going process
is needed to review job responsibilities and job class assignment to pay grades to ensure jobs
are properly classified and compensated. To support this effort, Department of Human
Resources and Civil Service and OMB collaborated on a request for proposals (RFP), through
which Segal Waters Consulting was selected. Segal Waters is said to have decades of
experience performing similar projects in local governments across the country, and the firm
understands the value and importance of a positive working relationship while managing a
study of this nature. The class and compensation recommendations have not been finalized
and released.

However, the new administration will need to thoroughly vet the

recommendations and develop a plan for approved adjustments of compensation, including
the priority of any adjustments. This work will need to be done in very close collaboration
with the Human Resources, the Civil Service Commission, and OMB.

Need for Employee Performance Evaluation Audit
The City should conduct an audit of the Department of Human Resources’ management of
the City employee performance evaluation process. This is not intended to create additional
work for the Department; but in order to determine the best performance evaluation solution
for the City of Pittsburgh, the incoming administration must know where it stands and the
City’s capacity to introduce an evaluation process that aligns with national best practices.

Need for Review and Analysis of City’s Retirement Eligible Report & Related
Forecast
The Department has the resources and functionality to produce retirement eligible reports
on demand, but the retirement-eligible metric is one that is critical to sustainability and
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progress of infrastructure departments such as Department of Public Works and the Sewer
and Water Authority. Therefore, this metric and related metrics must be consistently tracked
and reviewed to ensure that the recruitment and retention pipeline can accommodate the
demand created by retirements. This analysis will allow the City to be more proactive in how
it prepares its human capital for advancement and also frame how the Department recruits
for external talent in the near future.

Need for Innovation in HR
City workers across all departments are still manually tracking timekeeping for employees,
including requests for paid time off and leave.

The Department has identified this an

opportunity for innovation and efficiency and is currently in the process of implementing and
rolling out an online timekeeping system and time clocks.

Key Recommendations
1.

The Department should complete the Citywide implementation and rollout of online
timekeeping system and time clocks.

2. The Department should complete and finalize the Firefighter Barrier Assessment to
boost recruitment of qualified women and minorities to be firefighters through the
recommendations of the year-long study.
3. The incoming administration should conduct an employee engagement survey to
better assess the current employee base’s views on opportunities for advancement in
city government. The incoming administration must gain more understanding of the
workforce in regard to diversity, professional development, and opportunities for
upward mobility. This report and the findings from this survey should also serve as a
guideline to work with each department head on what we can do to succession-plan
for the upcoming pool of employees reaching retirement age as well as provide
opportunities for upward mobility for diverse talent currently in the rank and file.
4. The City should conduct an audit of the Department of Human Resources’
management of the City employee performance evaluation process, and implement
a new performance management system to track evaluations across all City
departments.
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5. Increase diversity training throughout city departments, which will ultimately lead to
better city government. The more the incoming administration is able to understand
the diverse perspectives of Pittsburgh, the better it will be able to serve its people.
6. The incoming administration should explore the potential benefits for the Department
of Human Resources and the Office of Equity to develop employee resource of infinity
groups.
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About the Agency
Contact
Commission on Human Resources and Civil Service
Janet K. Manuel (also EEO/Diversity & Inclusion Officer)
Email: janet.manuel@pittsburghpa.gov;
Phone(s):
●

Payroll Office: (412) 255-2580;

●

Municipal Pension Fund Office: (412) 255-2655

●

Police Pension Office (412) 255-2719

●

Fire Pension Office (412) 255-2968

●

Tuition Reimbursement Program (412) 255-2712

●

Transportation Fringe Benefits Program (412) 255-2532

●

CityFit wellness program (412) 255-2183

●

Worker's compensation/UPMC WorkPartners 1-800-633-1197

Department’s Enabling Legislation
Title I, Art. III, Chapter 145, 180; Civil Service Commission section 2 General Civil Service Statute
-> 53 P.S. §23432, and section 6 General Civil Service Statute -> 53 P.S. §23436; and Art. 7 §702

Civil Service’s Enabling Legislation
The Civil Service Commission was originally created as part of the General Civil Service Act
in 1907 in public employment, with changes made resulting from the Civil Rights Acts of 1964,
and the Pennsylvania Public Employee Relations Act of 1970. A copy of the rules and
regulations of the Civil Service Commission can be found at:
https://apps.pittsburghpa.gov/redtail/images/15045_Civil_Service_Statutes___Rules_2020
.pdf.
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Mission and Vision
The Department of Human Resources and Civil Service enables the City of Pittsburgh to meet
its employment initiatives by providing skills and expertise in the areas that are imperative to
successful business operation.
The Department is committed to developing a highly functioning workforce while
respecting individual dignity, promoting, and celebrating a diverse population, upholding
applicable laws and regulations, and molding a positive corporate culture.

Organizational Chart
Director of Human
Resources & Civil
Service

Benefits &
Wellness

Payroll

Fiscal
Management

HRMS

Training &
Development

Civil Service
Commission

Risk
Management

Human
Resources

Pittsburgh
Partnership

Application &
Records

EARN

Employment &
Testing

Fiscal &
Contracting

Diversity &
Inclusion

Planning &
Evaluation

Youth NEC
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About the Agency
Description of Services
The Department of Human Resources and Civil Service is divided into multiple general
service areas:
Employment and Staffing - This function includes recruitment and talent acquisition, job
analysis, validation and examination, career enrichment and retention, records maintenance
and processing, community outreach, employee recognition and awards, and diversity and
equal employment efforts.
Policies and Procedures - Policy development and improvement address two areas: 1)
incorporating best-practice personnel models into the City’s policies and work culture; and 2)
assessing the impact of City Council actions and management decisions on employees.
Training and Development - Education, training, and development services increase the
efficiency and effectiveness of the existing City workforce, orients new employees, and
provides necessary development for career elevation regarding retention and opportunity
availability.
Diversity and Inclusion - This division is committed to creating greater awareness of the City
as an equal opportunity employer and providing a more inclusive working environment for
City employees. It also strengthens partnerships among diverse communities to ensure that
the City is intentional with its recruitment efforts and is properly engaging in the best inclusive
practices.
Benefits Administration and Absence Management - The Benefits Office addresses the
administration of all employee benefit plans, including legal compliance and monitoring
vendor contracts for quality, cost, and service.
Wellness - CityFit Wellness is an all-encompassing set of programs that aim to enhance
employees' wellness and engagement around family health. CityFit provides weight loss
programs, stress management, nutrition and fitness counseling, and other programs. CityFit
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emphasizes sustainable solutions based on rewards and results and uses web-based mobile
technology with senior management endorsement.
Employee Safety and Injury Prevention - The Safety Office works to accomplish the
following City objectives: 1) ensure the overall safety of City employees; 2) prevent job-related
injuries, illnesses, and property damage; 3) implement safety standards to prevent hazardous
conditions and injuries; 4) train all employees in the safe and proper performance of their
duties; and 5) gain the active support and participation of all City employees in the pursuit of
these objectives.
Workers’ Compensation - The Workers’ Compensation program ensures immediate and
ongoing quality medical care to all City employees who are injured on-the-job and provides
a program which meets the requirements of the Pennsylvania Department of Labor and
Industry Bureau of Workers’ Compensation.
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Agency Goals & Performance Metrics
Citywide implementation and rollout of online timekeeping system and time
clocks.
Strategies to Achieve Goal:
•

In collaboration with the City’s innovation team, finalize strategic plans for innovation
in the Department of Human Resources, specifically for timekeeping, performance
evaluations, professional development, and succession planning across all
departments.

•

Develop implementation schedule and training schedule across all department to
manage expectations of all stakeholders.

•

Meet periodically to review measurable goals and objectives set forth in
implementation scheduling, including timeline, and identify any barriers or challenges
that would impede implementation.

How Success Will Be Measured:
•

Timely

and

full

implementation

of

timekeeping,

performance

evaluations,

professional development, and succession planning across all departments.

Finalize and Implement the Recommendations from the Firefighter Barrier
Assessment Study.
Strategies to Achieve Goal:
•

Work collaboratively with all stakeholders toward the conclusion of the assessment
study and facilitate meetings to move from assessment to action.

•

Convene a focus group of current women firefighters, prospective women firefighters,
and women who have been previously denied certification to understand their firsthand experiences in the process.

How Success Will Be Measured:
•

Timely and full implementation of action plan based on the recommendations from
the assessment study.

•

Increase in women firefighter ranks.
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Budget
Staffing & Salaries
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Budget

20

Budget
Other Operating Funds
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Budget
5-Year Forecast
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Budget
Capital Budget – 2022
Not applicable.
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Programs & Projects
2021 Accomplishments
•

Managed workers' compensation to ensure that there are no open claims related to
on-the-job exposure to COVID-19

•

Launched the Leadership Academy with Public Works managers and supervisors

•

Shifted wellness programming to virtual events

•

Implemented online access to pay stubs and W-2 forms

•

The Pittsburgh Partnership served over 100 individuals in the EARN program,
employed 735 City of Pittsburgh youth in the Summer Learn and Earn program, and
assisted 2,501 participants in the six partnering Neighborhood Employment Centers

Leadership Academy in Public Works (for Managers and Supervisors)
The Leadership Academy is a series of leadership training modules offered to managers and
supervisors in the Department of Public Works.

Education, training, and development

services increase the efficiency and effectiveness of the existing City workforce, orient new
employees, and provide necessary development for career elevation in regard to retention
and opportunity availability.

Wellness Programming
The Department periodically facilitates programs and workshops on various health and
wellness issues. CityFit Wellness is an all-encompassing set of programs that aim to enhance
employees' wellness and engagement around family health. CityFit provides weight loss
programs, stress management, nutrition and fitness counseling, and other programs. CityFit
emphasizes sustainable solutions based on rewards and results and uses web-based mobile
technology with senior management endorsement.

Pittsburgh Partnership
The Pittsburgh Partnership provides employment and training services designed to help City
of Pittsburgh residents become attached or reattached to the labor force. Funding has been
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provided by the Pennsylvania Department of Human Services' EARN and targeted City
Community Development and Block Grant Funds. Pittsburgh Partnership offers a variety of
training and employment services designed to assist individuals find meaningful jobs and
employers find qualified workers through the RESET/Earn Program and the Learn and Earn
Summer Employment Program, which are detailed further below.

RESET/EARN Program
The City of Pittsburgh receives funding from the Pennsylvania Department of Human
Services (DHS) to operate the EARN program.

The EARN program offers a range of

employment and training services to economically disadvantaged customers receiving TANF
benefits. EARN is designed to provide comprehensive education, training, and work services
to enable them to move rapidly from welfare to work. All referrals to the program are
received from DHS.
EARN services include:
•

Job readiness/search programs

•

Paid work experience/community service

•

Short-term training opportunities

•

Retention services

The program is located at:
304 Wood Street, 3rd Floor
Pittsburgh, PA 15222
Phone: (412) 552-9071
Hours: M - F from 8:00 AM to 5:00 PM

Learn and Earn Summer Employment Program
The Learn and Earn Summer Youth Employment Program provides a six-week summer
employment opportunity to disadvantaged youth, ages 14-21. Youth work in a wide range of
jobs and occupational areas that provide general work experience, specific technical skills,
knowledge of employer expectations, and exposure to possible career paths. Youth gain
valuable work experience, earn wages, and contribute to Pittsburgh's tax base and economic
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growth. More importantly, youth are equipped with experiences that stimulate them to
continue education and become the emerging workforce.
Additionally, the program provides several hours of Work Readiness Training to prepare
young job applicants for the workplace. This pre-work preparation emphasizes workplace
behaviors, job survival skills, and future-planning in terms of career interests. Activities for
the employment program are provided through contractual arrangements with communitybased organizations, educational institutions, and/or other youth service providers.
Service providers are selected through a competitive bidding and RFP process and evaluated
by an independent review panel.

Contracted organizations develop employment

opportunities, relying on years of long-standing relationships with community businesses and
organizations, as well as partners in their constituent neighborhoods.
The program evolved from the Pittsburgh Summer Employment Program to the present day
Learn and Earn concept. The Peduto Administration convened a summer employment Task
Force and challenged education and workforce development experts to make
recommendations to enhance the quantity and quality of work experiences. The vision driving
the future of Learn and Earn is making a job available to every eligible applicant and providing
jobs which present an opportunity for making career decisions.
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Opportunities & Risks
This section is designed to make the incoming administration aware of important
program/project events, as well as important decisions that will have to be made
over the next year.

Risks Ahead:
Widespread Rapid Growth in Pain Point Areas
•

The Department is or will be embarking on several innovation projects, including
timekeeping systems, performance management, and succession planning. Each
of these areas can be significant undertakings. The incoming Administration will
have to be strategic in setting its priorities, along with timelines and tactics for
seamless trainings and transitions for its entire workforce. Change is often difficult,
not just because of the change, but because the stakeholders are not involved in
the planning process.

Firefighters Barrier Assessment Study
•

March 2022 will mark two (2) years since the launch of the Firefighters Barrier
Assessment Study. The Incoming Administration will need to ensure that the
study moves from analysis to action. The longer it takes get into the planning
and execution phase, the more likely it will be that stakeholders will become
disengaged in the process long-term.

Important Decisions Between 1/6/21 and 12/31/22
1. Finalize the Firefighters Barrier Assessment Study and transition into execution
phase of the work.
2. Finalize strategic plans for innovation in the Department of Human Resources,
specifically

for

timekeeping,

performance

evaluations,

professional

development, and succession planning across all departments.
3. However, the new administration will need to thoroughly vet the class and
compensations recommendations of Segal Waters Consulting and develop a plan for
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approved adjustments of compensation, including the priority of any adjustments.
This work will need to be done in very close collaboration with the Human Resources,
the Civil Service Commission, and OMB.
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Reports
Voluntary Employee Beneficiary Association Trust Funds
In 2015, the Office of the City Controller conducted a fiscal review of the Voluntary Employee
Beneficiary Association Trust Funds (Workers’ Compensation and Health & Welfare Benefits)
(VEBA).

The City Controller performed procedures to determine whether policies,

procedures, and internal controls over the payment of the City’s VEBA trust fund obligations
are adequate and identified a need for improved controls over invoice payment processing
and the monitoring of budgeted expense line items. The full report can be found at:
https://apps.pittsburghpa.gov/co/Department_of_Personnel_Voluntary_Employee_Benefi
ciary_Association_Trust_Funds_%28VEBA%29_May_2015.pdf
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