Divisional Human Resources, University Facilities
HOW CAN WE HELP YOU?

Contact Info:
Mary Jo Serafini, HR Partner, University Facilities: 645-8172; serafini@buffalo.edu
Laura DiIoia, HR Administrator, University Facilities: 645-8637; Ldiioia@buffalo.edu
Human Resources performs many “behind the scenes” functions such as record keeping, maintaining databases/reports, and developing and submitting personnel documents. 
Below is a listing of only those topic areas for which you may wish to contact us.  We’re happy to help!

	Classification/Compensation
Contact:  Mary Jo Serafini
· Salary comparison, equity, analysis, surveys; determining appropriate salary ranges for postings
· Discretionary and other salary increases

· Classification/reclassification
· Position descriptions

Employee Development and Performance

Contact:  Mary Jo Serafini

· Assistance in developing employee and supervisor learning plans

· Providing onboarding assistance for new hires

· Assistance with programs and evaluations
Employee Relations and Workplace Issues
Contact:  Mary Jo Serafini

· Informal and formal counseling

· Performance issues

· Conflict resolution

· Interpersonal issues

· Coaching

· Facilities liaison for disciplinary actions
· Divisional sexual harassment liaison

New Hires/Changes in Employee Status:

Contact:  Varies (please see below)

· New employee appointments – classified and professional (Joan Brant: 645-8169; brant@buffalo.edu)

· Student Assistant appointments & changes; volunteer appointments (Katie Loera: 645-8168; kvloera@buffalo.edu)
· General Employee status changes, e.g., promotion, sick leave; change of name/address/phone number; professional reappointments/permanent appointments (Laura DiIoia)
	Recruitment

Contact:  Laura DiIoia (for Classified)

Contact:  Mary Jo Serafini (for Professional)

· Posting/advertising a vacancy

· Hiring a new employee

· New employee orientation information

· Guidance to managers and search committee chairs

· EEO/AA policies

· Candidate relocation and spouse/partner accommodation

Time & Attendance; Medical Issues

Contact:  Laura DiIoia

· Time sheets

· Accruals/Balances

· Medical documentation

· Time & attendance monitoring

Worklife Enrichment
Contact:  Mary Jo Serafini
· Service Longevity

· Attendance Recognition




