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JOB DESCRIPTION
Tenfold
Job Title:  Human Resources Specialist
Date Written/Revised: April 11th, 2022
A.  Basic Functions:
To assist managers, employees and volunteers with all Human Resources and support processes throughout the employee lifecycle at Tenfold, including new hire and onboarding processes, benefits administration, injury reporting, leave administration, professional development, and employee/volunteer exit processes. Liaise with the Maintenance Technician and troubleshoot basic maintenance issues, and liaise with applicable support staff/vendors to remove operational support bottlenecks.
B.
Essential Functions:
1. Administer HRIS database(s), including data entry and report generation.  Ensure employee & volunteer paper files are created and maintained in accordance with federal/state law and Tenfold standards.
2. Coordinate the onboarding of new hires and volunteers, and ensure that all required documents and verifications and enrollment in and explanation of applicable benefits and Tenfold policies are completed.
3. Create job requisitions and maintain a supportive role in the candidate selection process as applicable to each department.

4. Provide ongoing HR support to managers, employees and volunteers throughout the employee lifecycle, including hiring and onboarding processes, benefits’ administration, staff training/professional development, renewals of clearances, exit processes, etc.

5. In coordination with CFO, serve as primary point-of-contact for Tenfold benefit providers/administrators.

6. Design and/or support initiatives designed to enhance employee engagement and boost employee retention. 

7. Communicate payroll changes to Finance Department as employees elect, modify, or terminate benefits as well as all other payroll changes including changes to compensation and taxation. Assist with payroll/compensation inquiries in partnership with Finance as applicable.
8. Track organizational compliance with HR-related legal and policy requirements, including child protection, driving, evaluation, and accreditation.
9. Provide administrative support to the management team in preparation for staff meetings and employee engagement activities.
10. Track and help coordinate standard staff trainings to meet policy requirements, accreditation, and/or for professional certifications.

11. Assist with special HR-related development projects per Tenfold’s strategic plan.
12. Develop custom HR reporting to provide data internally and externally.
13. Other duties and responsibilities as assigned.
D. Supervision Exercised


None.
E. Supervision Received
  Reports to CIO.
F.
Experience, Knowledge, Skills 
1. Associates degree in HR or related field required.  Additional professional certification (PHR or SHRM) preferred.
2. Minimum 3 years’ human resources experience required. 
3. Valid driver’s license and insurance in compliance with Tenfold requirements.

4. English fluency required. Bi-lingual Spanish strongly preferred.
5. Good communication skills, including writing, speaking, and listening skills.
6. Sound understanding of and experience with Microsoft Office and database applications. 

7. Friendly, professional demeanor and a positive, can-do disposition.

8. Outstanding customer service skills including skilful complaint handling
9. Physical requirements: Ability to work in a sitting position and type on a computer for long periods of time (up to 4 hours between start of shift, lunch break, and end of shift; as well as ability to stand, walk, and bend frequently as needed throughout the shift.

10. Ability to work collaboratively with other personnel and/or service providers or professionals.

11. Sensitivity to cultural and socioeconomic characteristics of population served
12. Commitment to Tenfold’s Core Values:

· We Value Empowerment

· We value Innovation

· We Value Integrity

· We Value Diversity, Equity and Inclusion

· We Value Teamwork

G.   Time Requirements
Normal business hours are 8:00-5:00.  Periodically, there may be emergencies, communication with security vendor, or circumstances that will require work outside these hours.
H.  Classification:
This position is classified as exempt from overtime and compensation is paid on a salaried basis.

The above is intended to describe the general content of, and requirements for, the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.

I have read and understand the responsibilities and requirements of this position for which I have been employed by Tenfold.
 

Signature of Employee                                                                             Date                             
Equal Employment Opportunity
Tenfold is an equal opportunity employer and does not discriminate on the basis of race, gender, disability, ethnicity, religion, sexual orientation, national origin, age, citizenship, veteran status or genetic information.

Americans with Disabilities Act
Applicants as well as employees who are or become disabled must be able to perform the essential duties and responsibilities either unaided or with reasonable accommodation. The agency shall determine reasonable accommodation on a case-by-case basis in accordance with applicable law.

