
 

 

 
 

POSITION DESCRIPTION 
 

 
JOB TITLE:   Director of Human Resources / Community Relations 

 

REPORTS TO:   CEO  

 

INTERRELATIONSHIPS: All LRHC staff, all personnel affiliated with the payroll company, benefit brokerage firm 

and all other entities involved with the functions of Human Resources 

 

EDUCATION:   Bachelor’s Degree  

 

WORK EXPERIENCE: Two years experience in Human Resources required which includes generalist, hands-on 

duties in all aspects of HR management, including but not limited to benefits, recruitment, 

on-boarding, personnel management, and compliance. 

 

KNOWLEDGE/ABILITY Excellent interpersonal skills, including conflict and crisis management required.  Excellent 

organizational, time management, communication and computer skills required.  Careful 

attention to detail is a must. Ability to present information well and work well in groups is 

essential.  Position may require some evening or weekend hours. 

 

POSITION OBJECTIVE The human resource director is directly responsible for the overall administration, 

coordination and evaluation of the human resources function.  

 

PHYSICAL DEMANDS: General office duties.  Expected hours of work are generally Monday – Friday, 40 or more 

hours with occasional evening and weekend work. 

 

ESSSENTIAL FUNCTIONS – Human Resources  

                     

1. Serves as a member of the senior administrative staff and management team. 

2. Annually reviews HR policies, procedures and practices and makes recommendations for revisions to CEO. 

3. Communicates changes in company personnel policies and procedures and ensures proper compliance. 

4. Maintains knowledge of industry trends and employment legislation and regulation and ensures company’s 

compliance. 

5. Works directly with department managers to assist them in carrying out their responsibilities on personnel matters.  

6. Recommends, evaluates and participates in staff development for the agency.  

7. Develops and maintains a human resource system that meets agency personnel information needs.  

8. Recruits, screens and processes all new employees, including but not limited to issuing a formal offer letter of 

employment, criminal background investigation, and conducting sanction verification and licensure verification. 

9. Develops, maintains and updates an on-boarding process for all new employees. Works with supervisors to ensure 

that all new employees complete process. 

10. Maintains complete and accurate personnel file on all employees. 

11. Ensures the enrollment of employees in all benefits as eligible. 

12. Coordinates or conducts exit interviews to determine reasons behind separation. 

13. Verifies and balances monthly invoices for health and life insurance.  

 



14. Files workers compensation claims, tracks claims, maintains OSHA log and ensures completion or required 

reporting. 

15. Maintains copies of current licensure for all professional staff. 

16. Develops and maintains job descriptions for all positions. 

17. Generates employee performance evaluations and monitors timely receipt of completed evaluations from 

Managers/Administration. 

18. Assists executive management in the annual review, preparation and administration of the company’s wage and 

salary program. 

19. Designs and processes employment ads. 

20. Processes all applications received for open positions. 

21. Completes all annual discrimination testing. 

22. Completes all compliance testing required for benefits. 

23. Researches new benefit options as needed. 

24. Completes other duties as assigned. 

 

ESSENTIAL FUNCTIONS – Community Relations  

 

1. Works in partnership with community-based providers and administrative and clinical staff to develop and 

implement programs that promote health and access to health in designated communities.  

2. Develops and promotes community relations opportunities. Represents the company at community meetings.  

3. Works with health centers, community-based organizations, insurers and community coalitions to develop 

programs, events and new initiatives that promote marketing and community relations objectives.  

4. Oversees the development and production of any official LRHC media releases and publications. 

5. Participates in community education presentations. 

6. Establishes and maintains contacts in the community, public agencies, media, and businesses that may be beneficial 

to LRHC. 

7. Oversees all marketing and advertising functions of the organization. 

8. Coordinates and oversees the production of the company’s annual report. 

9. Organizes and implements the company’s annual meeting and other meetings and events. 

10. Functions as the administrative representative and advisor on the company’s communication committee. 

11. With the guidance of the CEO and Board of Directors, develops and participates in the implementation of annual 

and long-term philanthropy and fund raising goals and objectives. 

12. Assists Administration and Board in coordinating, planning and implementing fund raising events and activities for 

LRHC service programs. 

13. Maintains accurate fund raising and donor files. 


