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Human Resources Palm Beach County, FL 

DEPARTMENT SUMMARY 

MISSION STATEMENT
To enable County departments to meet their service delivery responsibilities by hiring the most qualified employees,
retaining valued employees by ensuring effective leadership, ensuring competitive wages and benefits, ensuring effective
labor/management relations, providing training and development opportunities, and offering a safe and discrimination-
free environment.

Compensation & Records
The Compensation and Records Division provides a competitive compensation strategy in an effort towards retaining our
most valuable asset, our employees. The core services include: Compensation, Human Resources Information System
(HRIS), Payroll, Records, and Retirement. This Section's responsibilities include: (Compensation) updating the class and
pay plan, writing and maintaining all job descriptions, conducting classification reviews, and reviewing/approving
position descriptions; (HRIS) ensuring system security, updating and maintaining position control, and facilitating end-
user training; (Payroll) updating the payroll manual, administering and interpreting payroll policies and procedures,
auditing departmental payroll records and facilitating end-user training; (Records) processing all personnel related actions,
maintaining employee personnel records and verifying employment status; and (Retirement) coordinating the Florida
Retirement System (FRS), Deferred Compensation, and Prepaid Legal plans and providing educational workshops for
employees related to these plans.

Employee Relations
The Employee Relations Division provides departments with guidance and systematic methods to improve employee
performance or behavior, promotes cooperative relations between management and employees, and ensures collective
bargaining obligations are met. Primary functions are to ensure equitable treatment of employees by advising and
monitoring disciplinary actions, grievances, appeals, and arbitrations, and to assist departments in solving problems
related to performance, discipline, and union issues.

Fair Employment Programs
The Fair Employment Programs Division handles employee complaints of discrimination and harassment. The section
conducts internal investigations and prepares position statements and resolutions for complaints filed with the Equal
Employment Opportunity Commission (EEOC) and Florida Commission of Human Relations (FCHR). Staff prepares and
monitors the annual Affirmative Action Plan. The section handles requests for accommodation under the Americans with
Disability Act (ADA) and assists with Family and Medical Leave Act (FMLA) issues. They are also responsible for
providing supervisory training on Equal Employment Opportunity (EEO)/ADA and sexual harassment law and issues.

Recruitment and Selection
The Recruitment and Selection Division is responsible for the recruitment, assessment, and processing of new and current
employees for the departments of the Board of County Commissioners. Primary functions include: sourcing and
processing candidates for open positions utilizing efficient HRIS technology; accurately evaluating applications and
referring qualified candidates to departmental hiring authorities; developing, administering, and evaluating legally
defensible examinations for a variety of job classes; responding to complaints/inquiries about the applicant selection
process; extending job offers and conducting background checks on potential hires; and conducting new employee
orientations regarding County rules, regulations, and conditions of employment.

Training & Organizational Development
The Training & Organizational Development Division provides learning and development services that cultivate
outstanding employee performance and organizational excellence. The core services include: planning, scheduling, and
implementing year-round learning programs which are promoted through a yearly catalog; directing the Leadership
Development Programs; providing consulting and facilitation services to the County departments; providing customized
training to County departments; providing career development services to County employees; registration and tracking of
training including maintaining the training histories of all County employees; tracking attendance at mandatory programs
such as new supervisor training and telephone communication training; and designing and/or implementing new
programs, and enhancements to current programs.
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