
Quechan Indian Tribe (5300)
To: Employment Counselor
Date: 05/19/2024

is now hiring!

91606

North Hollywood, CA, 91606

 

Human Resources (HR) Coordinator

Benefits: Candidates on temporary assignment may qualify for our
competitive benefits package which includes group health, life and
disability insurance and voluntary benefits such as retirement
savings and holiday pay.

Salary range: $22.00 to $25.00 hourly
Employment status: Contract / Temporary to Hire

Description

Robert Half has partnered with a nonprofit organization in search of a Human Resources Coordinator to streamline their HR functions. In
this role, you'll be responsible for managing their recruitment process, handling employee relations, managing employee records, and
ensuring strict adherence to the organization's policies and procedures. You will play a vital role in nurturing a positive work environment
and in helping us attract, manage, develop and retain our valued staff.

Key Responsibilities:

Coordinate and support recruitment efforts, including creating job descriptions, posting vacancies, shortlisting candidates, and
arranging interviews.
Oversee the onboarding of new staff members and volunteers.
Assist employees and volunteers on HR-related queries and concerns.
Aid in employee performance evaluations, disciplinary procedures, and termination processes.
Ensure compliance with all local, state, and federal laws, as well as organization-specific rules and regulations.
Encourage and influence positive employee relations.
Manage and update HR documents, such as staff handbooks and policies.

Requirements

Bachelor’s degree in Human Resources, Business Administration, or related field.
Proven experience in HR role preferably within a nonprofit setting or similar organization.
Proficiency with MS Office and HR Information Systems.
Outstanding communication and interpersonal skills crucial for engaging with diverse stakeholders.
Strict adherence to confidentiality and discretion.
Strong decision-making and conflict resolution skills.
Excellent organizational and time-management skills.
Knowledge of labor legislation and nonprofit regulations.
Compassionate and understanding with a commitment to our nonprofit's mission and values.

This position is onsite for 90 days, then has the flexibility to work remotely 2 days a week, in office 3 days/week. We offer medical, dental,
and vision insurance, 401K and tuition reimbursement. 

Robert Half is the world’s first and largest specialized talent solutions firm that connects highly qualified job seekers to opportunities at great
companies. We offer contract, temporary and permanent placement solutions for finance and accounting, technology, marketing and
creative, legal, and administrative and customer support roles.

Robert Half works to put you in the best position to succeed. We provide access to top jobs, competitive compensation and benefits, and
free online training. Stay on top of every opportunity - whenever you choose - even on the go. Download the Robert Half app and get 1-tap
apply, notifications of AI-matched jobs, and much more.

All applicants applying for U.S. job openings must be legally authorized to work in the United States. Benefits are available to
contract/temporary professionals, including medical, vision, dental, and life and disability insurance. Hired contract/temporary professionals
are also eligible to enroll in our company 401(k) plan. Visit roberthalf.gobenefits.net for more information.

© 2024 Robert Half. An Equal Opportunity Employer. M/F/Disability/Veterans. By clicking “Apply Now,” you’re agreeing to Robert Half’s
Terms of Use.

Apply Here For Job Posting

 

Please contact Ernst & Young at 866-834-5115 with any questions. Thank you for your assistance.

https://www.roberthalf.com/us/en/mobile-app
https://roberthalf.gobenefits.net/
https:///www.roberthalf.com/us/en/terms
https:///www.roberthalf.com/us/en/terms
https://www.roberthalf.com/us/en/job/north-hollywood-ca/human-resources-hr-coordinator/00291-0012933810-usen?utm_source=EY&utm_medium=referral&utm_campaign=talent_outreach


This Job Posting will expire in 10 days.

 


