
HR Process 
Improvement 

Forums 

December 9 & 11, 2014 



Agenda 

l  University Updates 
–  HR Staff Updates 

l  Payroll 
l  Staff Recruitment Initiative 
l  2014 Performance Review Process 
l  Section 503/VEVRAA 
l  Underutilization 
l  HRTC Website 

 



University 
Updates 

 
 

LaTrenia McDaniel 
Strategic Support Manager 



 
 

From the HR Staff…	




 
Staff Updates 

 
 

LaTrenia McDaniel 
Strategic Support Manager 



HR Staff Updates 

Welcome 
•  Kelly Duff 

•  HR Consultant 



Payroll 
 
 

Patty McLaughlin 
Accountant 3 

 



Time Entry Deadline for 2R01 

l  Deadline is 5:00 pm on December 19th 

l  Estimate week of 12/20/14 – 12/26/14 
l  Pay date is January 2, 2015 
l  Week of 12/27/14 – 1/2/15 for 2R02  
l  LoboTime Departments 
l  Direct Deposit – by December 17th  
l  Employees with outstanding checks, please 

pick up by 12:00 pm on December 23rd.   



W-2 

l  Update addresses 
l  Terminated, retired, deceased, etc 
l  Do not inactivate current mailing address without new 

address 
l  Deadline for receiving address changes is 1/16/15 



UNM Staff 
Recruitment 

Initiative  
 

Sofia Barela 
Staff Recruitment Specialist 



2014 Performance 
Review Process 

 
 

Trish Heaton 
Senior EOD Consultant 



2014 Performance Reviews 

•  Review the intent of the Performance 
Review form and process 

•  Review timeline 

•  Changes for 2014 
 



2014 Performance Reviews 

Intent 
 

•  Support a collaborative employee/supervisor 
process to develop employee goals and duties 

 

•  Determine employee’s achievement of established 
goals and job duties 

 

•  Focus on on-going training and professional 
growth 

 

•  Ongoing process 



2014 Performance Reviews 

Month Action 

November Employee begins self assessment 

December Employee completes self assessment 

January Supervisor reviews and provides input in the Performance Review 
and begins performance discussions 

February Supervisor completes Performance Reviews and submits to the 
Division of Human Resources 

March Performance Reviews are due March 1, 2015 for the 2014 
calendar year 

Schedule 



2014 Performance Reviews 

What’s changed? 
 
•  Required training:  Ethics training not on form 

(training is available on Learning Central) 

 



2014 Performance Reviews 

Resources  
 

•  Performance Review Form –  
•  Career Management 

•  Performance Review 
 

•  Learning Central Online Training 
•  EOD 416 Conducting a Performance Review   
•  EOD 307 Performance Review for Staff 
 

•  HR Presents 



Questions & Contact 

HR Client Services Consultant  
Phone: 277-2013 

or  

EOD 
Phone: 277-1555 



Section 503/
VEVRAA 

 
 

Patricia Martinez 
Employment Supervisor 



Go Live November 1, 2014 

Data Collection Points 
 

•  Application Stage 
•  Demographic Form (Post-offer/Pre-employment) 
•  Self-service (April 2015) 
 

Reporting (UNMJobs) 
•  In aggregate form (Post-finalist selection) 
•  In detail form (Post-interview) 



New Reports per Changes to 
Application  

l  Initiative to comply with EEO & UNM’s 
affirmative action plan is highly recommended 
to demonstrate what UNM is doing to promote 
hiring of qualified & diverse applicants. 



Veteran & Disability Disclosures 



NEW REPORTS: 



Under Review By Dept… 



AGGREGATE REPORT VIEW 



All Details 



TIPS 

l  Details on Disability/Veteran Status are 
available when Applicants are marked as 
Finalists 

l  Details can assist Departments/Search 
committee in providing a second look 
especially when a position is underutilized 



 
Questions??? 



HRTC Website 
 
 

Patricia Martinez 
Employment Supervisor 



 HR Transaction Center – Main Campus 

             Website Now Available:  
                    http://hr.unm.edu/hrtc/  
l  Queue updated first thing in the morning 
l  Weekly Tips provided  
l  Replacing daily newsletter & email 
l  Experience Calculator in Progress 
l  Actions/HP Checklists are being updated for you 



HSC Shared Services Center  

 
DAILY NEWSLETTER will continue and 
will be sent to HR Agents and HR Agent 
back-ups 
 
 



 
Underutilization 

 
 

Patricia Martinez 
Employment Supervisor 
HR Transaction Center 



Underutilization 

Changes effective November 1, 2014 



What is Underutilization 

l  UNM Hiring Reports/Statistics demonstrate that 
there is underrepresentation for women & 
minorities employed at UNM in certain job 
groups 

l  Initiative to comply with EEO & UNM’s 
affirmative action plan is highly recommended 
to demonstrate what UNM is doing to promote 
hiring of qualified & diverse applicants. 



Justification In HP Cert Tab:  
Underutilization Efforts 



Summarizing Recruitment Efforts 
NEW SECTION IN HP 

l  Summarize recruitment efforts in the hiring 
proposal UNDERUTILIZATION section: 
–  All advertising resources, i.e. diverse/target 

recruitment sources 
–  Number of Applicants 
–  Interviewee criteria selection & interviewee names 
–  Whether minority/women applied & were considered  
–  If targeted underutilized group not fulfilled (minority/

women), what was the determining factor in not 
selecting in underutilized area 



 
Questions??? 


