
Welcome to our program and statistical 

overview: a snapshot of the University of 

Illinois Springfield, Office of  Human  

Resources activities from Fiscal Year 

2009. 

Each area of Human  

Resources is represented 

on the following pages:  

Employment and Testing, 

Classification and  

Compensation, Employee 

Recognition and  

Development, Student 

Insurance, Employee 

Benefits, and Labor  

Relations. 

HR staff invested in two major projects 

this year. The first, the reengineering of 

the Human Resources Front End, was 

designed to make human resource  

transactions more user friendly for  

department users, prevent keystroke  

duplication and improve data integrity. A 

major benefit of the application is user 

tracking of transaction status. The project 

is still undergoing development, with 

programming issues to be 

addressed  in future versions. 

A second major venture was 

a comprehensive Supervisor 

Development Survey of all 

employees. Over 300  

responded to the survey, a 

response rate in excess of 

50%.  Results will enhance 

supervisor training and  

enrich the cultural climate 

among UIS employees.  

As you review our annual reports, please 

feel free to address any questions to me 

or one of our HR staff. 

Wesley R. Weisenburn 
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Our Mission: 

Our mission is to be a  

dedicated partner with  

the campus in its goal  

to become, and remain,  

one of the top five small 

public liberal arts 

universities in the nation. 

 

We make every effort 

to provide excellent  

service to the university 

community by using  

sound, effective  

personnel practices.  

As an equal opportunity  

employer, we are  

committed to serving a  

diverse community of  

students, staff and  

faculty. 
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specific situational training to address 

current issues. 

The Wellness Collaborative mission is 

to foster a culture of wellness by  

educating, supporting, and providing  

a diverse program of wellness  

opportunities for all who work and study 

at UIS. The group is collaborating with  

academic units and university service  

departments to bring together existing  

wellness based programming from 

across campus under one umbrella.  

Two campus initiatives introduced this 

past year were the HR Ambassador  

Program and the Wellness Collaborative. 

The goal of the HR  Ambassador  

Program is to provide excellent  

customer service to all UIS employees 

through accessible, mobile HR  

consulting and training services on both 

a scheduled and an as-needed basis. The 

HR Outreach component offers training 

and regularly scheduled open lab  

sessions, while HR On Demand provides 

units and/or supervisors with  

HR Ambassador,  Wellness Initiatives Launched 
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HR staff assist applicants and employees 

with all phases of the employment process. 

We oversee recruitment, interviewing,     

testing, selection and evaluation of all Civil 

Service, Academic Professional, Academic 

Hourly and Extra Help applicants. Our     

responsibilities include: 

Preparing job postings and advertising 

Evaluating applications 

Scheduling pre-employment screening 

Administering written and skills testing 

Verifying employment and prior service 

Coordinating performance evaluations 

Employment & Testing  

Civil Service Testing 

  Did you know . . . 

Civil Service employees 

 were hired to fill a wide 

variety of jobs at UIS this 

past year, including: 

 locksmith subforeman 

graphic designer 

executive chef 

stagehand 

office support staff  

police telecommunicator 

library specialist 

building service worker 

benefits counselor 

press technician 

child development associate  

admissions & records 

web specialist. 
 

Academic Professional  

employees were appointed 

to positions 

with titles such as 

Director, Coordinator,  

Research Specialist.  

Resumes, cover letters, transcripts and other 

documents can be uploaded and Civil Service 

exam requests completed from the online 

program as well. 

The new tracking system allows HR staff 

better access to application data so they can 

respond to requests for assistance and      

determine applicant qualifications for       

specific job titles on a more timely basis. 

Online Applicant Tracking System Rolled Out  

Maintaining personnel files 

Conducting exit interviews. 

A significant customer service enhancement 

was the implementation of a totally online 

applicant tracking system. The new software 

program provides a more streamlined,      

professional experience to those seeking  

employment with the university.    

Internet access is available at two kiosks in 

the HR reception area for applicants and  

employees to complete initial applications or 

provide updates to existing applications.  

 

HR staff administered  

750 Civil Service exams  

out of a total of  

1520 exam requests  

received.  

 

This total includes scored  

exams, denied requests  

(did not meet minimum  

acceptable qualifications),  

cancelled exams, no shows  

and withdrawn requests. 

Applicants for Civil Service positions at 

UIS are required to take exams to be  

considered for employment.  Civil Service 

positions in Illinois public higher education 

are filled by selecting candidates based on 

merit. This means that each applicant is 

given an equal opportunity to compete for 

each position. In practical terms, hiring 

employees on the basis of merit and fitness 

means hiring people who have  

demonstrated knowledge, skills and  

abilities consistent with the demands of an 

individual position.  
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Each time there is a change, registers must be 

voided, employees notified, and if applicable, 

change-in-title letters sent out to affected  

employees explaining the change and what  

impact it may have on them. 

Civil Service Classifications Changed 

Thirty-three employees at UIS were affected by 

classification status notice changes under the 

State Universities Civil Service System this past 

year. The five classifications included the Police 

Series (14), Admissions & Records Series (12), 

Press Technician Series (3), Graphic Designer 

Series (3) and Benefits Series (1).  

Service (292 out of 317) and 82% of Academic 

Professional (223 out of 271) evaluations have 

been received by HR. 

Nine employees were nominated by their  

supervisors for “Outstanding” Performance. 

Academic Professional and Civil Services  

employees and their supervisors participated in 

our annual performance evaluation process this 

spring to document job performance over the 

past year.  With some forms still making their 

way through the signature process, 92% of Civil 

Annual Performance Evaluation Process Complete 

 

HR Debuted  

New Website 

The Office of Human 

Resources participated  

in the UIS Website  

Project, introducing  

our new website in  

December of 2008.  

We continue to seek  

input and  

implement refinements. 

Job Audits 

A job audit is requested 

when there has been a 

major change in job 

duties and 

responsibilities from 

those listed on the 

position description.  

UIS Human Resources 

carried out 8 job audits 

this past year. 

Employee Recognition & Development 

Approximately 250 UIS employees attended 

the April 23 Retirement & Recognition  

Luncheon to recognize 62 employees for their 

length of service and honor 23 announced  

retirees. Service awards were presented for 10, 

15, 20, 25 and 30 years of full-time  

employment at UIS. Five-year certificates were 

awarded to 22 employees in November and 

June by their supervisors. 

Human Resources staff offered a variety of  

training and development opportunities this 

year including a Teambuilding session for Cox 

Child Care Center employees, a Tuition Waiver 

Workshop,  a Post Holiday Blues brownbag,  

four sessions of Annual Performance  

Evaluation Training, an eight-session Freedom 

From Smoking program attended by 12  

employees and students; Hiring A-Z and The 

Job Audit & Appeal Process workshops (as part 

of the OBFS Administrative Leadership  

Conference), two sessions of Dealing With  

Difficult People, four Technical Writing  

Workshops in a new series for employees, an 

Introduction to the new HR website, and a 

number of HR open labs.  

FY09 Personnel Changes 

  Positions Filled 

Academic 

Professional 

Civil  

Service    Separations 

Academic  

Professional 

Civil  

Service 

      New Hires 53 42        Deceased 0 2 

      Promotions n/a 9        Dismissed 2 1 

        Total 53 51        Resigned 19 14 

   Reallocations n/a 3        Retired 4 10 

   Reclassifications n/a 7          Total 25 27 

Extra Help 

Employees 

Extra help civil service 

and academic hourly 

employees logged a 

total of 47176.27 

hours assisting with 

Sangamon Auditorium 

performances,  

seasonal overload, 

special departmental 

projects and events. 



The University of Illinois Springfield recognizes 

the unions listed below as the exclusive  

bargaining agents for employees covered under 

their respective Agreements. 

 

AFSCME -  Grounds Crew  

FOP - Police Officers/Sergeants    

IATSE  - Stagehands  

OP Engineers - Stationary Engineers  

UPI AGE - Graduate and Teaching Assistants  

UPI Clerical - Office Support Personnel  

UPI Service - Food Service & Building Service 

UPI Technical  - Television/Radio Personnel 

The university believes in promoting a positive 

work environment for all employees.  When an 

employee alleges that the University has  

violated terms and conditions of employment 

contained in their respective bargaining  

agreement (i.e., committed a grievance), we  

encourage our supervisors and employees to  

attempt to resolve the matter between them. Each 

collective bargaining agreement contains a  

grievance procedure that must be followed once a 

grievance has been filed. 

Each union is responsible for negotiating an 

agreement that covers their members at UIS. This 

past year, a full, multi-year contract was  

negotiated with the FOP and the UPI Local 4100 

Clerical, Service and Technical units. 

Labor Relations 
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Adult Child  

90-Day Enrollment  

Period Held 

Public Act 95-0958  

called for a one-time  

special enrollment  

period which 

allowed employees  

to obtain State of  

Illinois health and 

dental  insurance for  

their “sponsored adult 

child” (age 19-25). 

UIS offers student insurance through United 

Healthcare to those enrolled in at least one  

on-campus class, their spouses/partners and  

dependents.   

HR staff conducted Student Insurance  

Overviews for freshmen, transfer students,  

ILSIP interns, graduate students and  

international students. 

Our benefits representative assisted numerous  

students with insurance-related concerns,  

processed exemption requests from those who  

Student Insurance 

already had coverage, and made sure the HR  

website provided up-to-date forms and  

UIS Student Health Insurance Coverage  

  
Fall 

08 
Spring 

09 
Summer 

09 

Domestic grad 240 219 98 

International grad 123 120 22 

Domestic undergrad 585 539 130 

International undergrad 16 15 9 

Spouses     2 

Children     1 

Total  insured 964 893 262 

Employee Benefits 

Offered weekly benefits New Hire Orientations 

as needed;  

Forwarded 15 Workers Comp claims;  

Initiated 17 Student Athlete claims;  

Approved 4 requests from Shared Benefits 

Program (102 total days); 

Hosted numerous group and one-on-one SURS 

and Retirement/Investment Counseling  

informational sessions;  

Presented a Benefits Overview at the Illinois 

State Fairgrounds for the U of I Extension  

Our benefits staff attended refresher sessions, 

retreats and training events throughout the year to 

stay informed on programs offered to employees 

and provide the best possible customer service. 

We received a steady stream of phone calls, 

emails and walk-in visits from employees  

requesting assistance with benefits-related issues. 

Here is a sampling of the year’s other activities: 

Conducted two Benefits Choice periods  

including informational briefings, a benefits 

fair and seminar; 

Our Customer  

Service Policy 

We strive to  

provide  

assistance to  

faculty, staff, 

students, applicants, 

and visitors of the 

university in a 

timely, respectful 

and professional 

manner. 

Contact us: 

Office of 

Human 

Resources 

www.uis.edu/

humanresources 

217/206-6652 

http://www.uis.edu/humanresources/labor/documents/afscme.pdf
http://www.uis.edu/humanresources/labor/documents/55.pdf
http://www.uis.edu/humanresources/labor/documents/138.pdf
http://www.uis.edu/humanresources/labor/documents/iuoe.pdf
http://www.uis.edu/humanresources/labor/documents/upiga.pdf
http://www.uis.edu/humanresources/labor/documents/upicler.pdf
http://www.uis.edu/humanresources/labor/documents/upiser.pdf
http://www.uis.edu/humanresources/labor/documents/upitech.pdf
http://www.uis.edu/humanresources
http://www.uis.edu/humanresources

