
 

AGENCY OVERVIEW 

JOIN A FORWARD-THINKING ORGANIZATION THAT HAS BEEN PROVEN TO 
MAKE A POSITIVE IMPACT ON CHILDREN’S LIVES. BBBSLI is the largest 
mentoring organization on Long Island. Our mission is to build and support 
one-to-one relationships to ignite the biggest possible futures for youth. We 
also strive to strengthen the youth mentoring field through collaboration, 
training and technical assistance, data collection, and advocacy. 

POSITION SUMMARY 

Reporting to the CEO, the Director, Human Resources acts as a strategic 
business partner to senior leadership on a variety of issues, including 
leadership development and talent management. They will cultivate 
relationships to ensure that HR delivers value, service excellence and 
operational efficiency. They must be a deft communicator, fostering respect, 
trust, and collaboration among team members, and possess the ability to 
manage through change with flexibility and poise. 

JOB RESPONSIBILITIES     

Leadership, Management, and Accountability 

1. Provide leadership and expertise for the full scope of Human Resource 
functions, including talent management, HRIS, new-hire on-boarding 
and orientation, credentialing, compliance, employee benefits and 
compensation, employee relations, legal compliance, wage and hour 
(FLSA), ADA and FMLA compliance, workers compensation & 
unemployment administration, HRIS and recordkeeping administration, 
employee/supervisory training/development; performance management 
and HR policy development; payroll support 

2. Lead, manage, and inspire one direct report – HR/Finance Assistant – 
toward accountable, goal-based outcomes with emphasis on a) Staff 
Recruitment, Hiring, Onboarding b) Compensation & Benefits 
Design/Administration & Payroll and c) Staff Engagement, Performance 
Management, and Training 

3. Develop annual individual & department goals and objectives; develop 
and monitor annual HR budget for HR related services and staff. 



4. Maintain in-depth knowledge of changing employment regulations; 
implement policies, procedures, and systems to ensure federal and state 
regulatory compliance and any impending changes; manage 
federal/state reporting (i.e., EEO, workers compensation, OSHA); ensure 
all notices and policies are communicated and updated; monitor tracking 
and prepare reports required for compliance. 

5. Serve as primary contact for employment attorneys and Human 
Resources related government agencies; manage relationships with 
benefit brokers, obtaining and providing competitive and cost-effective 
employee benefits plans and programs; ensure benefit plan orientations 
and training. 

6. Identify and manage key metrics and analytics to support decisions 
driving the people agenda for the business. Accountable for always 
ensuring legal and legislative compliance. 

7. Ensure compliance with federal, state, and local legal requirements by 
studying existing and new legislation, anticipating future legislation, 
enforcing adherence to requirements, and advising management on 
needed actions, especially concerning independent contractor laws. 

8. Develop and implement comprehensive policies for independent 
contractors, including contract negotiation, dispute resolution, and 
performance evaluation. 

 

Organizational Development & Training 

1. Provide guidance and expertise in organization structure and design to 
ensure support of the short- and long-term goals of the organization. 
Support leadership on change management initiatives. 

2. Provide counsel and leadership to develop training programs that align 
with Agency strategy and needs. Lead development of organizational 
training plan, acquire, or create content where appropriate, deliver 
internal training, and monitor/evaluate success. 

3. Develop and manage new hire orientation and onboarding. 
4. Track survey data for training programs and orientation/onboarding; 

compile best practices data for improvement. 
5. Maintain knowledge of industry trends and best practices in workforce 

development and change management. Assesses organizational need 
and recommends staff development for the organization. 

Talent Management & Acquisition 

1. Work with Senior Leadership to identify development needs, workforce 
challenges or talent gaps, and collaborate to develop solutions that 



address needs and support organizational development, effective talent 
management, and employee retention. 

2. Coach and develop the leadership and management team to work 
cohesively and effectively, building on their management capabilities 
and ensuring that they improve the performance and output of their own 
people resources. 

3. Lead talent acquisition for all staff positions, including independent 
contractors. Interview management- and executive-level candidates, up 
to final selection. 

4. Design and implement external candidate marketing and proactive 
recruitment programs. Anticipate strategic issues, understand, and 
identify trends and best practices, implementing value added solutions. 

5. Develop and maintain relationships with key employment agencies, 
placement firms, and recruiting job boards. 

6. Work with Executive Leadership to review and enhance wage and salary 
policies and practices. 

HRIS/Payroll Systems 

1. Manage relationships with relevant technology vendors, maintain a 
human resource information system and implement other technology 
and procedural improvements to streamline the HR function. 

2. Oversee payroll system, reporting, systems management, and inquiries. 
3. Work with HR Generalist on all issues and day-to-day agency and 

Finance support. 

Employee Relations & Performance Management 

1. Provide performance management guidance to supervisors and support 
them in fulfilling their responsibilities on all employee matters 
(coaching, mentoring professional development, disciplinary actions, 
terminations) 

2. Manage and resolve complex employee relations issues; where 
applicable, conduct effective, thorough, and objective investigations. 

3. Manage employee communication and legal issues and ensure legal 
compliance. 

4. Monitor Performance Management delivery and compliance. 
5. Provide coaching and recommendations to management and leadership 

teams on employee relations and performance management issues. 
6. Conduct employee exit surveys and interviews, track trends, and make 

recommendations to leadership. 

  



JOB QUALIFICATIONS: Bachelor’s degree required, preferably in Human 
Resources, Business, Psychology; master’s degree in HR or business-related 
field preferred. 

Professional: Minimum of 5 years of comprehensive Human Resources 
management experience, with a minimum of 3 years supervisory experience 
required. Prior experience leading an HR function in a non-profit, preferred. 
Deep understanding of current HR trends in compensation, Independent 
Contractor, benefits, and performance evaluation frameworks and fluency 
with primary HR functions. Understanding of best practices and experience in 
building inclusive and engaged workplaces, cultural awareness, and sensitivity 
with lens on racial and gender equity. Demonstrated ability to foster trust & 
teamwork among direct reports, peers and throughout the organization. 
Ensure professional development for all direct reports. Strong verbal, written 
communication skills, excellent people skills. Able to collaborate well with 
individuals at all levels, both within and outside the organization. Able to 
successfully manage multiple tasks, projects, and priorities simultaneously. 

Benefits: 

• Competitive salary and benefits package. 
• Opportunity to make a real difference in the lives of children and youth. 
• Positive and supportive work environment. 
• Personal and professional development opportunities. 

Schedule: 

• Full-Time 
• Monday to Friday 

Work Location: Islandia (main) & Westbury Offices - In person (with hybrid 
opportunities) 

Salary: $90,000-$110,000 commensurate with experience 

To Apply: 

Please submit your resume and cover letter to kirving@bbbsli.org 

BBBSLI is an equal opportunity employer. 


