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Map Your Way Through the Human Resources Department
  

The Human Resources (HR) Department has organized the location setup of its functional areas to provide better customer service.  HR's functional areas include the following:
· HR Services that includes HR Benefits Service Center, HR Systems, Compensation, Labor Relations and Compliance, Immigration Services
· People Management that includes Talent Acquisition and Retention (finding and recruiting employees), Employee Relations and Engagement (example, building effective work relationships and proactive staffing planning), Learning & Development
When you come visit us in HR, you will notice a few location changes.  The HR Benefits Service Center is now located down the hall from our main HR entrance.  You will see signs outside the main HR entrance that direct you to the HR Benefits Service Center main reception area.  If you have Personnel Action (PA) form returns, employee verification, insurance or retirement plan questions, you would go to the HR Benefits Service Center where a Benefits Representative will help you.
 
When you enter our HR main lobby, you may:
· Use the reception area phone to call the Human Resources main number at 1-508-856-5260 and listen to the menu of choices to reach the functional area that best meets your needs.
· Or, you will find a HR contact phone list, categorized with the functional area, that is placed next to the HR phone to call the direct extension of the individual that best meets your needs.
· Also, for an immediate list of HR Department contact areas, click Contact Us 

· For extra help with directions to the HR Department, stop at the main reception desk at South Street campus.

The new HR area setup supported by the new telephone triage service model will create an environment for employees to get the specific help they need that might otherwise be delayed. 
 


	
	Coming Soon!  New Enhancements to the Human Resources "Careers" Website Section
 
We are excited to soon launch broad enhancements to HR's "Careers" website.  The enhancements will streamline the recruiting process from posting job openings to the approval process and compliance. 
 
Below are some of the helpful tools you will soon find on the Careers Website Section.  Click on "Careers" drop down menu and select "Recruiting," then "iCIMS Login for Managers" to access the iCIMS system.  
 
View Only User Provides "At A Glance" Updates
An additional "View Only Hiring Manager" user has been added to iCIMS that will provide "view only" access to the assigned job requisitions.  The view only access means the user can view all the same information as the hiring manager but cannot alter or edit it.  The view only access will allow other managers an "at a glance" status update of the assigned job requisitions.
 
New Fields Added to Streamline Process 
There are updated Position Number, Funding and Justification fields added to iCIMS.  These updates will streamline processes by eliminating the extra steps of completing the separate Requisition Justification form. 
 
Job Approval Page for Access to Instructions
The Special Business Units (UMMS, MassBiologics and Commonwealth Medicine) information has been added to the Job Approval page and the Global Approval field has been removed. Adding the more detailed instruction page to iCIMS supports a more time effecient process for the Special Business Units.  
 
The website improvements will soon release along with additional upgrades!  We continue to listen to your feedback and create a site and process that makes it easier for you to perform your duties.
 
Tuition Remission Waiver Form for Spring 2013 Semester
  
A reminder to all employees who will be taking advantage of the Tuition Remission Waiver Benefit for the upcoming Spring semester, now is the time to complete the authorization form.  All forms must be completed and sent to HR no later than 10 days prior to the start of the course to be eligible to receive the benefit.  Blank tuition forms are available in the HR Benefits Service Center at 333 South Street, Shrewsbury and in the Diversity and Equal Opportunity Office at the University campus. 
 

Employees applying for Tuition Remission Waiver Benefits are to follow the process below: 

 

· Employees may send their completed forms through interoffice mail or through the post office to UMMS, Benefits Service Center, 333 South Street, Shrewsbury, MA 01545.

· Once received in the Benefits Service Center, the form will be authorized/approved.

· Approved forms can be picked up at the Benefits Service Center or mailed back to the employee.  Employees who would like their form mailed should attach a self-addressed envelope.

· Authorized/approved tuition forms should be submitted to the attending school prior to or at registration. 

 

Important Tax Information:
Under IRS regulations, any graduate-level Tuition Remission benefits for a spouse/registered domestic partner, or dependent children are fully taxable.  Tuition paid by UMMS will be added into the employee's earnings in July for Spring semester and December for all Summer and Fall classes.  All applicable taxes will be withheld from employee paychecks.  The Benefits Service Center will notify employees three weeks prior to processing.  Questions may be referred to the Benefits inbox at Benefits.UMMS@umassmed.edu or by calling 508-856-2282. 

 

Volunteers Needed for 6th Annual Career Expo
   

UMMS is collaborating with UMass Memorial Health Care for the 6th Annual Health Care Career Expo.  There are several public and private high schools planning to attend the event.  We need volunteers to help during the event.  For highlights, please see below.
 

 

Date and Time:   May 8, 2013   (8:00 a.m. - 1:00 p.m.)
Location:            College of the Holy Cross 
            One College Street, Worcester, MA
            Hogan Center-Main Ballroom
Volunteer
Responsibilities:  Help with registration, directing students and more
Questions About
Volunteering:      Call Clara Orlando at 508-856-8416 or email hcexpo@umassmemorial.org
  

Advance your Education at Clark University
    

UMMS and Clark University have partnered to provide two ways for UMMS employees to pursue a graduate degree or professional certification. 
 
Pursue your Graduate Degree at the Clark Campus
The Clark University College of Professional and Continuing Education (COPACE) is offering to UMMS employees the following graduate programs at a 30% discount off the established graduate tuition:
 
· Master of Public Administration
· Master of Science in Professional Communication
· Master of Science in Information Technology  
 For more information about the degree program options and to get started:
· Click on learn more about graduate degree program
· Call 508-793-7212 and contact Susan Yi-Millette at Clark University.
· Email smillette@clarku.edu for more information about the degree program options.
 To learn more about COPACE at Clark University go to COPACE.
 
Clark @Work Partnership
Thinking about pursuing a graduate degree or seeking to retool your professional degree? UMMS and Clark will offer onsite courses during the Spring semester at UMMS's South Street and the Schrafft location: 
 
· Interpersonal Communication and Group Dynamics (at South Street campus)
· Finance and Accounting for the Non Financial Manager (at Schrafft location)
 
Courses are drawn from required coursework for a Master of Public Administration (MPA).  UMMS employees can try out a Clark graduate course or use a course for graduate credit, depending on the program.  These onsite courses are offered for free during the Spring 2013 term and are first open to employees currently pursuing a degree or certificate program at Clark University, then, as space is available.  

 
For more information about the program, contact Susan Yi-Millette, Associate Director of Graduate Programs and MPA Director at Clark University, at 508-793-7212 or smillette@clarku.edu.
 
New Workshops and Classes Offered in December from Learning & Development
     

The Colleges of Worcester Consortium (COWC) is offering the following workshop for the month of December.  The workshop is free.  If you are interested, register now!

  

COWC Workshop
1) Workshop: Introducing Excel Pivot Tables & Pivot Charts  
Summary: Microsoft Excel is a powerful and popular program for organizing and analyzing data. One of its most powerful capabilities is PivotTables, which enable you to pull meaningful information from huge masses of seemingly meaningless data. The name PivotTable comes from one of the most powerful features of Excel, the ability to quickly and easily "pivot" the data to view them in different ways. 

Date and Time: Wednesday, December 19, 2012 

Location: Holy Cross, Hogan Campus Center Room 410

How to Register: Click here
Registration Deadline: Deadline is December 14, 2012 till 12:00 p.m. (limited seats available)

 

 

Learning & Development Classes Sponsored by Human Resources
 

2) Please click on the link to access and register for the PeopleSoft courses being offered in December, PeopleSoft Classes
 

 

3) Workshop: Summit Finance Dashboard for Academic Departments (includes Academic Administrator and PI dashboard)
Speaker: Tara Nevins

Summary: "Summit," the University's new Business Intelligence tool provides a web based interface that is both intuitive and interactive. This live online webinar gives you the tools to navigate through the Academic Administrator and PI Summit Dashboards. Login at your desk and you will learn about, "Summit," where you can

· Manage your Sponsored Projects and Non Sponsored Projects. 

· Manage your Budget and Fund Balance Funds. 

· View the financial information (housed in the system) contained in your current reports. 

· See at a glance alerts indicating where action may need to be taken.

· Note: You will need a PeopleSoft login for this class. If you have not received one yet, complete the Finance Security Form located on the Finance intranet site under System Support.

 

Date and Time: Friday, December 14, 2012

Location: Live online Webinar from your workstation (you will be sent an email prior to the class with instructions)

How to Register: Click here 
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