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Sarah’s Inn is a community-based non-profit organization whose mission is to improve the lives of those affected by domestic violence and to break the cycle of violence for future generations
Looking for a great nonprofit organization with a strong community presence? You have found the right place at Sarah’s Inn. Work with an organization that prioritizes staff development and work-life balance. Join our team of caring, knowledgeable, and passionate professionals who are dedicated to the mission of ending domestic violence. 

Sarah’s Inn offers competitive pay, retirement plan, monthly partial cell phone reimbursement and mileage/parking reimbursement. 

Job Title: Human Resources Generalist

Department: Administration
Reports To: Executive Director


FLSA Status: Exempt/Part-time 24 hours per week
Salary: $31.25 - $33.65/per hour


Position Summary: The Human Resource Generalist is responsible for the daily human resource operations, including hiring and onboarding, overseeing the employee life cycle changes, maintaining data in the human resource information system (HRIS), and enforcing agency policies and practices. In order to ensure the success of the human resource operations, the Human Resource Generalist will actively engage with team members at all levels and in all departments, and is expected to be an active member of the management team (Administrative and Program Directors). This position works in close partnership with the Executive Director and Supervisors to provide support in executing the agency’s policies and procedures, and managing benefits for employees.

Essential Duties and Responsibilities: 
· Primary administrator of the HRIS system, ensuring that data is accurate and current at all times. Monitor and update employment changes, moves, and transfers using HRIS. Gather and analyze metrics, reporting, and operational efficiencies and improvements within the system. Partner with the external HRIS vendor, in collaboration with the Operations Manager, for updates and troubleshooting.
· Manage and oversee benefits administration and open enrollment initiatives, and reconcile benefit changes monthly with Finance team. Administer FSA and retirement plan, including filing annual 5500 return. Partner with leadership and external benefits brokers and vendors to annually review trends and offerings. 
· Assist in talent acquisition and recruitment processes, and manage all job postings and requisitions. Schedule interviews and provide timely feedback to all candidates keeping them informed of their status during the process. Ensure a positive candidate experience. 
· Partner with hiring managers to update job descriptions and job listings, and craft appropriate job-specific interview processes and workflows. Ensure a fair and equitable process for all applicants.
· Conduct background checks, reference checks and employee eligibility verifications for new hires.
· Oversee the onboarding process. Regularly review orientation program in partnership with Management team to ensure effectiveness, making enhancements and improvements as needed.  
· Assist with employee relations issues and disciplinary matters, in collaboration with supervisors, directors and executive director.
· Assist with cultivating organizational culture, in collaboration with the Management Team, to ensure the health of the organization.
· Review, track, and document compliance with mandatory and non-mandatory training. This may include safety training, professional licensure, and certifications. 
· Support supervisors with the annual performance process. 
· Maintain the employee handbook and update policies & procedures.
· Maintain compliance with federal, state, and local employment laws and regulations, and recommended best practices; review policies and practices to maintain compliance. 

Qualifications: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:                   



· A Bachelor’s degree
· 3 - 5 years or more of human resources experience in a variety of disciplines, including benefits
· Strong employee relations experience with demonstrated leadership

· Computer proficiency, and demonstrated knowledge of HRIS management and payroll systems is required
· Experience interacting with external vendors

· Human Resources certification from HRCI or SHRM, preferred
Knowledge and Skills:

· Passion for and commitment to the mission, vision and values of Sarah’s Inn.

· Credible, open, honest, with a strong sense of integrity.
· Professionalism, tact, and presentation are all essential elements of the job.
· Strong interpersonal skills and relationship building.
· Responsiveness and a sense of urgency.
· Working knowledge of employment laws and HR compliance.

· Ability to maintain confidentiality in all matters.

· Strong conflict resolution and problem-solving skills.

· Career track record that shows stability with an organization and capacity to develop and nurture relationships that lead to overall success.
· Excellent oral, written and verbal communication skills.

· Ability to effectively provide and receive constructive feedback, and work effectively with diverse groups of people.

· A strong work ethic and ability to manage multiple tasks with professionalism. Must be a self-starter with ability to manage one’s time wisely.

· Superb organization skills; detail-oriented with strong follow-through and the ability to meet tight deadlines.

· Some travel, and some evening and weekend hours required.

Success Factors/Job Competencies: 

· Integrity & Ethics – models Organization’s Vision, Mission & Values

· Collaboration & Teamwork – embraces an inclusive workplace

· Innovation/Continuous Improvement – finds innovative ways of executing work

· Job Knowledge/Technical Expertise – demonstrates a clear understanding of and executes roles and responsibilities

· Time Management/Productivity/Accountability – manages time and resources effectively

· Problem Solving/Decision Making – demonstrates proper judgment, problem solving and decision making

· Communication – effectively communicates

· Colleague Development - provides guidance, encouragement and feedback to subordinates for professional growth

Physical demands and work environment: 
The physical demands and work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing duties of job, incumbent is occasionally required to stand; walk; sit; use hands to finger, handle, or feel objects; reach with hands and arms; talk and hear. Employee must possess the ability to fulfill any and all office duties expected in an office setting, including but not limited to, remaining seated for periods of time to perform computer entry, participating in filing activities, and carry office supplies; and occasionally lift and/or move up to 20-25 pounds. Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

Performance Standards: 

· Annual performance evaluation 

· Attainment of annual goals established between supervisor and incumbent

Sarah’s Inn is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, ethnicity, religion, sexual orientation, veteran status, national origin, or disability.  EOE/M/F/D/V

Interested Candidates should submit cover letter and resume to employment@sarahsinn.org – Indicate “Human Resource Generalist” in the Subject Line.  

Approval/revision date: November 2023
