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Functional Responsibilities Inventory
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Please send your questions to: hrd-dl-policy@massmail.state.ma.us 

so we can add your questions to this document.

Purpose
What are the reasons the inventory is being conducted?

· To determine the HR specialties you are engaged in
· To determine how much time you and your colleagues devote to each specialty

· To determine the total person effort for each HR function across the Executive Branch

· To determine where HR staff are located by agency, secretariat, and geography

· To build a foundation for your professional development opportunities

· To enable us to communicate with the entire HR community via email on topics such as HR newsletters, training opportunities, legal developments, new HR policies, etc.  MassHR is a multi-year change management process.  For us to be able to effectively communicate with the right community, we need to have an accurate list of who is in the community.
· To help all HR staff as we transition over time to new ways of doing our work when using new technology
Are any of the unions aware of this inventory?
Yes – HRD and NAGE have been having ongoing discussions.
Will this inventory be done on a regular basis in the future?

This inventory may be done on an annual basis.  

Why aren’t the supervisors providing the data on their employees?

Both HRD and NAGE felt strongly that the employee knows best how they spend their day and should be involved as an integral part of the process.  We are asking supervisors to validate the information to ensure accuracy.  We don’t expect supervisors and employees to have much variation in their answers; a supervisor might think their employee spends 15% of the time on an area but after discussing it with the employee agrees that 20% might be more realistic. 
Will my answers affect my future HR career?  I am in benefits but want to work in recruitment.  How do I let someone know my future career interests and my educational background and previous HR experience?

This inventory is focusing on current job responsibilities vs. future opportunities.  We may be doing a skills inventory a year or two from now to capture employee’s background, interests, skills, etc.  We encourage employees to discuss long-term professional development and cross-training opportunities with their supervisors on an ongoing basis in addition to the discussion during EPRS and ACES performance reviews. One of the goals of MassHR is to increase future professional development opportunities for our HR professionals, so stay tuned for more information on this topic.

Scope

Is participation in the inventory optional?

In order to ensure we understand the full complement of HR staff, we are asking all staff who perform some HR functions to participate in the inventory. If the employee is not available to complete the inventory or does not do so, we will ask his/her direct supervisor to do so. This includes employees on a leave of absence.
I only spend 10% of my time on HR or payroll.  Do I need to complete the inventory?
Yes.  You will complete the inventory as there are some areas of HR that won’t be more than 10% of any employee’s job, but collectively, could add up to dozens of FTEs if many employees spend just a small percentage of time in the functional area.

How many HR employees are receiving the inventory?

Our estimate is 650-800 employees.
Do employees who do not formally fall under the “human resources department” (i.e. payroll staff reports to the finance department) need to complete the inventory if they perform HR or payroll functions?

Regardless of the official name of the work unit where the employee resides, if the employee spends any of their time on HR or payroll functions, he or she should complete the inventory.  In some agencies, staff who perform HR activities are not in the “HR” department but report to the legal, training, workers’ comp, payroll, finance, administration, or labor relations units which are separate and distinct from the HR unit.

Do managers have to complete the inventory?

Yes, all levels of HR and payroll staff (executive, managerial, supervisory, professional, or administrative) should complete the inventory whether they are M99s, confidentials, unclassified, or bargaining unit members.
Do contract employees, seasonal employees, or 960 hour employees have to participate in the inventory?

Yes – as we want to count everyone performing HR functions. You do not need to indicate if you are in one of these categories as we will be collecting emplid and FTE value from the Warehouse once the inventory is complete. If you have an intern or temporary employee performing any HR function, please indicate “intern” or “temp” in the employee ID field in the survey.
Are Human Resources Division (HRD) staff completing the inventory?

Yes – most employees in HRD with the exception of some finance and mailroom staff fall under the “HR” definition.  Paul Dietl and his senior managers will be completing the inventory as well.
If I am resigning or retiring in the next two months do I still need to complete the inventory?

Yes – as it is important for us to capture your duties even though they will be assumed by your backfill or other existing staff.

How much time will it take to complete the inventory?


The inventory is a two part process. 

Part 1: You complete the inventory. On average that should take about 10-15 minutes.

Part 2: You print out your inventory, review it with your supervisor and make change, if applicable. (another 10-15 minutes at most)
How to Answer the Questions

If my functions are definitely changing in the next two months (I am moving from benefits to recruitment) how should I answer the questions?

Please complete the inventory, based on your current duties.
When I am answering the questions should I focus on what I am doing now, what I did the past 12 months, or what I am expecting I’ll work on during the next 12 months?

You should focus on current and ongoing duties, taking into account that some tasks are cyclical (such as time spent on administering GIC benefits, EILB enrollment, etc.)
I selected three areas that range from 31-50% plus one answer from 1-10%.  Is this OK?  It will add up to more than 100% if you look at top of range for each selected answer.

Because of the ranges of percentages within each answer, it is normal that percentages will not equal exactly 100.
One of my functions could fall into 2 areas.  How do I decide which function to select?

You should use your best judgment then discuss this with your supervisor to see if one is a closer match, or, you could select both and split the percentage of time you spend on this function between the two choices.  If you have something unique that does not really fit any of the answers, we encourage you to use the “other category” and be specific about the function.

My manager is on leave and cannot validate the answers.  Who should do the validation?

Whomever you are reporting to currently (this may be your 2nd level manager) should be able to validate.  Your agency HR Director or secretariat HR Director can advise you on this issue as well.

Software/Technical Questions

What is I am unable to access the inventory electronically?

Please email: hrd-dl-policyunit@massmail.state.ma.us  and we can make other accommodations.  Supervisors can also enter answers for their employees while the employees are meeting with them.
Do I have to complete this on my office PC?

The inventory site is accessible 24x7 on any computer with Internet access.  Please note, however, that any changes you wish to make to your inventory responses will need to be entered from the computer you originally used. You will not be able to access your answers from a different PC.  If your agency blocks the www.surveymonkey.com site, please let HRD know.
Can I change the answers after I complete the inventory online?

Yes – please see answer above.  There is no “save” button in Survey Monkey.  Your answers are saved as they are entered only if you answer every question in the inventory completely then select the ”done” button. You can then re-enter the inventory site at a later date and print, edit, or view your answers. Printing instructions appear at the beginning of the inventory.
Results
What will be done with the results?

A summary will be compiled and shared with the HR community.  It will be used to develop email lists for newsletters, meetings, and you may be contacted if a meeting of subject matter experts on a particular topic occurs.

Who will see my answers and can anyone modify the answers?

Your secretariat HR Director, agency HR Director, supervisor, and a few people at HRD will be able to see your individual answers.  The only way an answer can be changed is by you, after a discussion with your supervisor.
In the event that you and your supervisor are unable to come to agreement on a category of work or the percentage of time spent on a particular function, your response will remain in the inventory. Your supervisor may email a statement about his/her perspective; we will include the statement with the inventory. The email may be sent by March 31, 2011 to:

 HRD-DL-PolicyUnit@massmail.state.ma.us 
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