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Human Resource Roles
Note:  All OPM staff have access to Core-CT for Time Reporting.
Agency Benefits – Benefits Billing Viewer: Ability to view health and life benefit billing information.

Tasks

· Views charge payment history by participant
Agency Benefits – Specialist: Responsible for administering open enrollment, event maintenance and COBRA.

Tasks

· Enters health and life benefit elections

· Corrects any enrollment errors identified 

· Initiates the reprocessing of an employee 

· Processes Event Maintenance

· Records employee family status change

· Terminates benefits and generates COBRA Notification letters

· Generates reports

Agency Benefits –Specialist (Benefits Billing): Responsible for administering billing process for health and life benefits.
Tasks

· Enrolls eligible participants

· Generates reports

· Identifies and corrects errors

· Generates billing statements for all participants

· Records participant payments

· Processes adjustments

· Processes arrears 

Agency Benefits – Viewer: Ability to view information to process employee benefit inquiries.
Tasks

· Views HR and some Payroll data
· Views election entry and dependent beneficiary pages

Central Benefits – Query Generator: Responsible for generating benefits queries in EPM.

Tasks

· Creates Benefits queries in the EPM system

Central Benefits – Report Generator: Responsible for generating benefits reports.

Tasks

· Generates Benefits reports

Central Benefits – Report Viewer: Responsible for viewing benefits reports.

Tasks

· View ability to Benefits reports

Central Benefits –Viewer: Responsible for viewing benefits information.

Tasks

· Ability to view Benefits information
Agency HR – Budget Specialist, Position Approver: Responsible for approving job position changes for budgetary reasons.
Tasks

· Approves position transactions including the establishment, general change, and reclassification of a position for budgetary reasons

· Approves transactions that inactivate a position (in certain agencies) for budgetary reasons
Agency HR - Hiring Manager: Responsible for initiating select and recruit process.

Tasks

· Creates job requisition

· Updates interview results online 

· Records job offer information

Agency HR – Job Code Viewer: Responsible for viewing tables in order to manage job class and positions.
Tasks

· Views job code information

Agency HR – Personnel Administrator, Position Approver: Responsible for approving job position changes.
Tasks

· Approves position transactions including the establishment, general change, and reclassification of a position

· Approves transactions that inactivate a position (in certain agencies)
Agency HR –Positions Specialist: Responsible for managing job class and positions.
Tasks

· Performs position establishments, certain changes to existing positions, and position deactivations

· Updates position funding information

· Updates positions and employees when existing job code is changed
· Generates and reviews various reports/queries by department

Agency HR – Positions Viewer: Responsible for viewing tables in order to manage job class and positions.

Tasks

· Views position information

Agency HR – Recruitment Specialist: Responsible for select and recruit processing.
Tasks

· Approves and posts job requisitions

· Enters applicant and new hire information 

· Reviews screening reports, online screening tools

· Generates Applicant Flow Report

· Schedules interviews

· Identifies interviewer and interview type

· Records applicant responses

· Updates expenses associated with recruitment effort

· Identifies eligible applicants that are not associated with job requisitions

Agency HR – Regulatory Requirements Specialist: Responsible for administering regulatory requirements. 

Tasks

· Maintains data needed to substantiate that the State of Connecticut does not have discriminatory practices against people with disabilities.  

· Maintains requests made for accommodating applicants/employees job tasks and all the steps involved in bringing those requests to resolution.

· Creates and interprets queries to report necessary regulatory information

Agency HR – Regulatory Requirements Viewer: Responsible for viewing regulatory requirements.  
Tasks

· Views data needed to substantiate that the State of Connecticut does not have discriminatory practices against people with disabilities.  

· Views requests made for accommodating applicants/employees job tasks and all the steps involved in bringing those requests to resolution.

· Creates and interprets queries to report necessary regulatory information

Agency HR – Report Generator: Responsible for generating human resources reports.

Tasks

· Generates human resources reports
Agency HR – Salary Viewer/Salary Administration: Responsible for viewing salary information
Tasks

· Views salary information

Agency HR – Specialist:  Responsible for administering agency human resources processes.

Tasks

· Converts applicant data into employee data upon hire/rehire

· Enters employee information upon direct hire

· Verifies employees are entered into the system prior to necessary payroll period

· Overrides fields for underfilling purposes.

· Completes employee checklist

· Reactivates employee record upon rehire and notifies Central HR 

· Maintains employee jobs, status, and data and notifies appropriate staff of changes

· Updates employee’s benefit program and employment data (if necessary)

· Corrects errors when job changes are processed incorrectly

· Generates and review various reports/queries by department

· Reviews Mass Salary Update results

· Reviews longevity payments

Agency HR – Viewer: Responsible for viewing agency human resources information.

Tasks

· Views agency HR employee and job information 

Agency HR – Worker’s Compensation Specialist: Responsible for processing worker’s compensation claims. Is also responsible for auditing the TPA calculated weekly benefit rate by comparing it with the Core-CT Calculated Worker’s Compensation weekly rate that is populated online by the custom batch program.

Tasks

· Maintains worker’s compensation claims

· Creates and interprets queries

Central HR – Query Generator: Responsible for creating HR queries in EPM.

Tasks

· Creates HR queries in the EPM system

Central HR – Report Generator: Responsible for generating HR reports:
Tasks

· Generates HR reports
Central HR – Report Viewer: Responsible for viewing HR reports

Tasks

· View ability to HR reports
Central HR – Viewer: Responsible for viewing HR information.

Tasks

· View ability to HR information

Central OPM – Budget Specialist: Responsible for the facilitation of budget preparation.

Tasks

· Executes Inbound Position Data Interface from ABS to Core-CT

· Executes Department Budget and Task Profile Load

· Executes Outbound Interface from Core-CT to ABS

Central OPM – Position Approver: Responsible for approving position changes.
Tasks

· Approves position transactions including the establishment and general change classification and reclassification

· Generates and reviews reports and queries
Central OPM – Positions Viewer: Responsible for viewing position information.
Tasks

· Views position information

Central OPM – Refill Specialist: Responsible for managing refill authority.
Tasks

· Executes the monthly and/or mass refill indicator batch processes

· Generates reports for auditing purposes

Agency Payroll - Query Generator: Responsible for executing EPM queries
Tasks

· Generates queries
Agency Payroll - Report Generator: Responsible for generating payroll reports.

Tasks

· Generates payroll reports
Agency Payroll – Specialist: Responsible for administering payroll process.
Tasks

· Maintains employee’s payroll data (i.e. additional pay data, general deduction data, direct deposit data, savings bond data, and tax data)

· Reviews payroll reports

· Reviews time and labor reports, when applicable

· Corrects appropriate payroll errors

· Communicates payroll errors to Central Payroll, if applicable

· Reviews online garnishment information 

Central Payroll - Query Generator: Responsible for generating payroll queries.

Tasks

· Generates queries for employees not marked OK-to-Pay 

· Queries longevity tables

Central Payroll - Report Generator: Responsible for generating payroll reports. 
Tasks

· Generates various payroll reports
Central Payroll - Report Viewer: Responsible for viewing payroll reports.

Tasks

· Ability to view payroll reports

Central Payroll – Viewer: Responsible for viewing payroll information

Tasks

· View ability to payroll information
Agency Time and Labor - Leave Plan Specialist: Responsible for monitoring leave plans.

Tasks

· Monitors leave balances

· Maintains employees leave plan assignments

· Assigns employees to leave plans (only in rare instances should this be needed)

Agency Time and Labor - Report Generator: Responsible for generating reports. 

Tasks

· Generate Time and Labor Reports

Agency Time and Labor – Specialist: Responsible for administering time and labor processes.

Tasks

· Updates workgroup and taskgroup assignments for employees, if necessary 

· Maintains the groups for the collection and entry of time 

· Monitors labor expenses distribution

· Generates reports

Agency Time and Labor - Viewer: Responsible for reviewing time and labor data.
Tasks

· Views employees’ leave accruals

· Views employees time online

Agency Time and Labor – Time Approver: This role is for agencies using Time and Labor Employee Self-Service. Responsible for approving time that was reported by Agency Time Reporters.  

Tasks

· Approves Time
Agency Time and Labor – Timekeeper:  Responsible for entering employees’ time into Core-CT Time and Labor.

Tasks

· Enters Time
Agency Time and Labor - Timekeeper Specialist: Responsible for the validation of time and maintenance of employee schedule assignments.

Tasks

· Generates employees timesheets

· Resolves time entry errors

· Assigns employees to work schedules, if necessary

· Assigns employees to time reporting templates, if necessary

· Performs prior period adjustments

· Performs record only adjustments

· Generates reports (both Payroll and Time and Labor reports)

Central Time and Labor - Query Generator: Responsible for generating time and labor queries in the EPM system.

Tasks

· Creates queries in the EPM system
Central Time and Labor - Report Generator: Responsible for generating time and labor reports.

Tasks

· Generates Time and Labor reports

Central Time and Labor - Report Viewer: Responsible for viewing time and labor reports.  

Tasks

· Views Time and Labor reports

Central Time and Labor – Viewer: Responsible for viewing time and labor information across State.

Tasks

· View ability to time and labor information

Ad Hoc Query Generator: Responsible for generating queries on an as needed basis
Tasks

· Generate queries
Ad Hoc Report Creator: Responsible for generating and creating reports as needed
Tasks

· Generate reports
· Create reports
Agency HRMS Security Liaison: Responsible for monitoring all authorized access to the Core-CT HRMS application assigned to their agency personnel, and acting as point of contact for the Core-CT application Security Team for all agency Core-CT security matters.

Tasks

· Requesting new access

· Requesting changes to existing access

· Requesting deletion of access immediately upon the notice of an employee’s termination, retirement, transfer to another department/agency

· Performing regularly scheduled audits of all assigned access

· Contacting Core-CT’s Application Security Team with any questions and/or problems regarding user id’s, passwords or access

· Reviewing each user’s access and restrict that access where the access is incompatible with the user job description or change in responsibility within the agency

· Maintain confidentiality of user id’s and passwords

· Enforce that user id’s and passwords are not attached to terminals, desk tops, or located where accessible to unauthorized personnel

· Enforce that passwords are changed immediately if the employee suspects that the security of his or her password has been breached

· All new, change, or delete requests are submitted via Agency Application Security Request Form
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