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CUSTOMER   SERVICE   EXPECTATIONS     
HUMAN   RESOURCES   OPERATIONS   

  
Human   Resources   Records   
The   table   below   outlines   customer   expectations   for   functions   completed   by   the   Records   team   
under   HR   Operations.   

Function   Contact   Method   Response   /   Completion   Time   

General   Questions   Email,   Voicemail   1   business   day   

Records   -   New   File   Creation   Inbox   2-3   weeks   

Records   -   File   Return   Inbox   1-2   business   days   

Records   -   Paperwork   Filed   Inbox   2-3   weeks   

Records   -   Archive   File   Room   5-10   business   days   

Records   -   Employee   or   
Manager   Review   

Email,   Voicemail   1-2   business   days.   Add   2-3   days   if   
pulled   from   archives.     

  
  

Human   Resources   Substitute   Office   
The   table   below   outlines   customer   expectations   for   functions   completed   by   the   Substitute   Office   
team   under   HR   Operations.   
  

Function   Contact   Method   Response   /   Completion   Time   

General   Questions   
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CUSTOMER   SERVICE   EXPECTATIONS     
HUMAN   RESOURCES   OPERATIONS   

Human   Resources   -   Staffing   
Please   also   view   the    HR   Staffing   customer   expectations   flow   chart .   
  

Function   Response   /   Completion   Time   

New   vacancy   
posted   

Time   varies   as   this   step   requires   that   the   position   be   classified   and   receive   funding   
approval.   Please   consult   with   Budget   and/or   Grant   Accounting   prior   to   requesting   a   
position   be   posted.   If   a   position   is   new   within   PPS,   it   must   be   reviewed   and   classified   b

https://drive.google.com/a/apps4pps.net/file/d/1m-oNMuAjRIc0yITljC-8LL8ygO2oC6E7/view?usp=sharing

