
     

The Y: We’re for youth development, healthy living, and social responsibility. 
 

 

RIVER VALLEY REGIONAL YMCA 

HUMAN RESOURCES MANAGER JOB DESCRIPTION 
 
 
Job Title: Human Resources Manager Branch Location: RVR Metro 
Reports to: CFO 
FLSA Status:  Non-Exempt Salary Range:  
  

Position Summary: 
 

Is responsible for the development and implementation of the human resources policies and programs of the 

Association in accordance with State and Federal regulations and the purpose and mission of the Association. 

The major areas overseen are policies and procedures, employee relations, compensation/benefits, 

organizational development, training, recruitment and employee services. 

Essential Functions: 

1. Plays a leadership role in developing, implementing, and monitoring a broad range of necessary Human 

Resource policies and procedures for the Association including recruitment, wage and salary structure, 

benefit plans, job descriptions, performance appraisal, dispute resolution, discipline and terminations 

procedures, and regulatory compliance. 

2. Advises management regarding organizational training and development needs, and proposes structures 

and procedures to meet these needs. 

3. Develops and maintains appropriate systems of record keeping, reporting, and monitoring necessary to 

comply with current human resource laws and regulations regarding all areas of involvement.  

4. Coaches, counsels, and guides the management team on all issues regarding human resource policy 

interpretation, implementation, and adherence. 

5. Proactively stays abreast of legal and regulatory developments impacting internal human resource 

administration, and advises management accordingly. 

6. Manages appropriate Association response to unemployment compensation and worker’s compensation 

claims. 

7. Oversees benefit plan communication, enrollment and administration.   

8. Other duties and projects as assigned. 



HUMAN RESOURCES COORDINATOR  JOB DESCRIPTION 
 
 

The Y: We’re for youth development, healthy living, and social responsibility. 

YMCA Competencies: 
 
Mission Advancement:  
Advancing the Y’s promise to strengthen community. 
 
Collaboration:  
Working with, understanding and developing others. 
  
Operational Effectiveness:   
Ensuring relevance, effectiveness, and sustainability.  
 
Personal Growth:  
Developing continually to adapt to new challenges. 
 
  
Qualifications:   
 
1. Bachelor's degree or equivalent in Human Resources or Organizational Development. 

2. Three plus years of progressive leadership development in Human Resources positions, including HR policy 

development and enforcement.  

3. Knowledge of current labor and human resource laws and employment screening practices and regulations. 

4. Motivation and commitment to work independently and be self-directed.  

5. Excellent computer skills and proficiency with Microsoft Word, Outlook, Excel and Skype.    

6. Effective oral and written communication, and interpersonal/coaching skills. 

7. Sound judgment and effective decision-making and organization skills. 

8. Demonstrated ability to maintain appropriate level of confidentiality in performance of duties. 

 
I have read, understand, and accept the job description as written. 

 
 
 
 

_________________________    _______________________    ____________________ 
          Printed Name of Employee             Signature of Employee                          Date 


