HUMAN RESOURCES MANAGER
The Human Resources Manager is responsible for managing all human resources functions.  The key responsibilities include the monitoring of HR policies, procedures, employee recruitment and hiring, legal compliance, as well as maintaining all human resources records.  The manager is also responsible for the administration of benefits and execution of the payroll.
	Reports To
	Sr. Director of Business and Operations

	Position Is
	Part-time, hourly

	Supervisory Responsibility 
	None

	Minimum Level of Spirituality
	Mature Christian

	Primary Skills
	Knowledge of state and federal employment laws and regulations.

Ability to analyze information and build policies and strategies for assisting, attracting, and retaining personnel.

Excellent written and verbal communication skills.

Skilled in writing and administering different styles of interviews.
Proven success in managing multiple projects and deadlines.

Excellent computer skills including working knowledge of Microsoft Word, Excel, Power Point and Publisher.

	Attributes
	Confident and proactive with the ability to multi-task and flex with UI needs.

Exhibits leadership; ability to work independently as well as contribute to a team.
Uses diplomacy, tact, and builds appropriate rapport; interpersonal savvy.
Solves problems effectively within projects and among diverse individuals and groups.

High attention to detail and the ability to make sound decisions.

High level of professional integrity and sensitivity to maintaining confidentiality.

Commitment to UI’s mission and vision.

Possesses servant’s attitude.

	Experience and Education Required
	Bachelor’s degree.

Minimum 3years generalist HR Experience, 5+ preferred.
Experience in processing benefits.
National and state background clearances.


Anticipated Time Commitments
1. Performing job responsibilities: 3 days per week, as needed.
a. Participating in meetings/training:  staff meetings and training as required; monthly meeting with Sr. Director of Business and Operations; Connexions as scheduled.
Responsibilities and Duties:

General HR Duties:

1. Develops, plans and collaborates with the Business Management Team and Directors the stages of the recruitment process for staff including posting, interviewing, offers, background checks, and on-boarding:
a. Makes recommendation for titles and salary ranges for new hires.

b. Writes different styles of interviews; trains supervisors on behavioral interviewing techniques.

c. Notifies Board Treasurer of new hires and salaries.

d. Writes and finalizes hire letters.

e. Establishes and completes employee personnel files including casual employees, interns and summer camp hires; maintains accurate records and all applicable state and federal forms.  
f. Completes State Criminal background checks for all employees and volunteers; performs national and Act 33 background checks; serves as administrator for national background checks.

g. Performs employee orientation.

2. Develops HR policy and procedures following best practices, and ensures consistent application of policies across the organization; makes recommendations for changes within HR structure.  Assists in research in the following studies:  salary, classification, and employee appraisal.
3. Researches legality of HR issues.

4. Directs and oversees all payroll and benefit related functions including bi-weekly processing.

Benefits:

a) Prepares check requests for payment of benefits.

b) Reconciles billing issues for benefits.

c) Serves as liaison between employees and benefits broker.

d) Assists with research in benefits structure.

e) Assists employees with benefit enrollment and termination.

f) Completes and reconciles forms and payment for retirement vendor(s).

g) Researches Cobra information and notifies employees of coverage.

h) Submits information and coordinates coverage with Cobra administrator.

i) Reviews benefit plans annually, assesses costs for the organization, and makes recommendations for the selection of benefit plans and providers. 

Payroll:
a) Computes new salaries/pay period and makes necessary adjustments.

b) Coordinates with Director of Finance and Administration to ensure correct salary adjustments for Ministry Associate trainees.

c) Resolves problems with payroll provider.

d) Collects time sheets of hourly employees and checks accuracy.

e) Forwards copies of time sheets to supervisors and maintains log.
f) Verifies information for W-2’s and 1099’s; forwards copies to employees, resolves problems.

5. Maintains Human Resource database and tracks leave; maintains log book of leave requests.

6. Maintains responsibility for regular updates of Employee Handbook and ensures staff compliance with personnel policies and procedures.

7. Creates and ensures uniformity of job descriptions in collaboration with Directors and Managers.

8. Advises Managers, Directors and employees in appropriate resolution of employment relation issues.

9. Prepares employee separation notices and related documentation.  Manages all activities related to unemployment claims including data surveys for self-insurance.

10. Updates forms for HR functions.
Miscellaneous Duties

1. Special projects as assigned.

This description is not intended and should not be construed to be an exhaustive list of all responsibilities, skills, efforts or working conditions associated with this job.  It is intended to be an accurate reflection of the essential job elements.

The Urban Impact Foundation is a strong, team-based organization.  Therefore, the employee is sincerely encouraged to assist other lead coordinators and team members as the need arises or with areas that are of interest to the employee, with the approval of the immediate supervisor. 

I have read the above job description and completely understand it, and I can perform the job.

Job Candidate’s

Signature ___________________________________________   Date ______________

Supervisor’s

Signature ____________________________________________  Date ______________
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