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The following statements reflect the general duties and responsibilities considered necessary to perform the essential functions of the job and should not be considered as a detailed description of all the work requirements of the position.  The specific job duties may be changed by The Jude House with or without prior notice based on the needs of the organization.

IMMEDIATE SUPERVISOR POSITION TITLE: Executive Director
SUMMARY: Under the general supervision of the Executive Director, The Human Resources Director is responsible for the strategic leadership, development, and administration of all human resources functions for the organization. Reporting directly to the Executive Director, this position serves as a member of the Executive Management Team and provides guidance on workforce planning, employee relations, organizational development, compensation and benefits, talent acquisition, performance management, payroll oversight, compliance, and risk management.

The Human Resources Director develops and implements human resource strategies that support the organization's mission, values, and business objectives while ensuring compliance with all federal, state, and local employment laws and regulations. All other duties as assigned.
EDUCATION AND EXPERIENCE: 
 Bachelor’s degree in human resources, Business Administration, Organizational Development, or a related field.

 Minimum of seven (7) to ten (10) years of progressive human resources experience.

 Minimum of three (3) years of supervisory or management experience.

 Strong knowledge of employment law, benefits administration, payroll practices, and employee relations.

 Valid Driver's License.
CONDITIONS: The new hire or transfer HRD will observe a ninety (90) day introductory period.  With a satisfactory criteria-based performance evaluation, the HRD will advance to regular employee status.  If the evaluation is not satisfactory, the HRD may be terminated.
SKILLS & ABILITIES: 

· Proficient in MS Office and Paychex Payroll Platform;
· Has experience dealing with high volume demands;
· Excellent written and verbal communication skills;
· Strong organizational and planning skills;
· Proven office management, administrative or assistant experience;
· Knowledge of office management responsibilities, systems and procedures;
· Excellent time management skills and ability to multi-task and prioritize work;
· Ability to utilize the Decision-Making Process.
LANGUAGE SKILLS: The ability to communicate effectively both verbally and in written form with employees, contractors, and vendors required.
MATHEMATICAL SKILLS: Ability to work with mathematical concepts in the preparation of reports and data is required.
REASONING ABILITY: Ability to prioritize and meet established deadlines; demonstrate proper professional judgment and discretion as well as an ability to exercise a “sense of the appropriate” required.  Ability to identify problems, collect data, establish facts regarding employee issues and to prioritize the needs of the employees and organization.

PHYSICAL DEMANDS: Will work in a clean, well-lighted office environment.  The job requires sitting approximately 80% of the time and walking or standing approximately 20% of the time.  It requires lifting and carrying documents weighing up to 20lbs approximately 10% of the time and requires occasional bending and reaching.  Occasional travel may be required via ground transportation and/or air.
PROFESSIONALISM/ACCOUNTABILITY: Meets annual regulatory and training requirements according to standards and policy.  Demonstrates dependability.  Accepts responsibility for own actions and practices.  Aligns own work with organizational goals.  Respects the ideas, opinions and privacy of all individuals.  Maintains confidentiality and follows ethical standards.
Essential Duties and Responsibilities

Strategic Leadership

· Develop and execute human resource strategies aligned with organizational goals and objectives.

· Serve as a trusted advisor to executive leadership on workforce planning, employee engagement, succession planning, and organizational development.

· Lead initiatives that strengthen organizational culture, diversity, equity, inclusion, and employee retention.

· Analyze workforce trends and recommend solutions to support organizational effectiveness.

Human Resources Administration

· Direct all human resource operations and ensure compliance with established policies and procedures.

· Develop, review, and update HR policies, employee handbooks, and organizational procedures.

· Maintain accurate employee records and ensure confidentiality of personnel information.

· Oversee HR information systems (HRIS) and ensure data integrity.

Talent Acquisition and Retention

· Develop recruitment and retention strategies to attract and retain qualified employees.

· Oversee all hiring processes, including job postings, candidate screening, interviews, onboarding, and orientation.

· Monitor workforce needs and implement succession planning initiatives.

· Foster employee engagement and professional development opportunities.

Employee Relations and Performance Management

· Provide leadership and guidance regarding employee relations matters.

· Conduct investigations related to employee complaints, grievances, harassment, discrimination, and workplace misconduct.

· Advise managers on performance management, corrective actions, disciplinary procedures, and conflict resolution.

· Promote a positive work environment that supports employee well-being and organizational values.

Compensation, Benefits, and Payroll Oversight

· Direct administration of employee benefit programs, including health, dental, vision, life insurance, retirement plans, workers' compensation, and leave programs.

· Evaluate and recommend competitive compensation and benefits strategies.

· Oversee payroll administration to ensure timely and accurate processing.

· Monitor benefit and payroll expenditures and recommend cost-effective solutions.

Compliance and Risk Management

· Ensure compliance with all applicable employment laws and regulations, including EEO, ADA, FMLA, FLSA, OSHA, COBRA, HIPAA, and other regulatory requirements.

· Lead affirmative action and equal employment opportunity initiatives.

· Coordinate organizational responses to audits, investigations, and regulatory reviews.

· Maintain required records and reporting obligations.

Training and Organizational Development

· Develop and implement employee training and leadership development programs.

· Coordinate compliance training and mandatory annual education requirements.

· Support managers in coaching, mentoring, and employee development efforts.

· Promote continuous improvement and organizational learning.

Financial and Administrative Responsibilities

· Develop and manage the Human Resources departmental budget.

· Monitor HR-related expenditures and recommend operational efficiencies.

· Prepare reports, metrics, and analyses for executive leadership and the Board of Directors as requested.

Other Duties

· Participate in executive leadership meetings and strategic planning initiatives.

· Represent the organization professionally within the community and with external partners.

· Perform other duties as assigned.
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