53-12.005 Personnel Administration Unit.

Functions of the PAU are to:

(1) Maintain and enforce uniform policies and procedures relating to personnel and to recruit qualified personnel.

(2) Maintain uniform job classifications as needed, including detailed job descriptions.

(3) Administer the Personnel Classification Plan, Personnel Pay Plan, Personnel Benefits and Personnel Training.

(4) Maintain uniform personnel records, including names, positions, anniversary dates, divisions, offices, units and related employee information.

(5) Analyze position requirements to correctly classify the position based upon its duties and responsibilities.

(6) Maintain employee performance evaluations.

(7) Orient new employees to the personnel rules applicable to them.

(8) Maintain work and leave policies.

(9) Inform employees of new or amended rules.

(10) Prepare and transmit to the Office of the Comptroller all information relating to employment, termination, salary changes, and other payroll activities.

(11) Maintain a record of each employee's accumulation and use of all types of leave.

Specific Authority 24.105(9)(j) FS. Law Implemented 24.105(19)(d) FS. History–New 2-25-93.

