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DIRECTOR OF HUMAN RESOURCES




ONWARD HOUSE 
For 132 years, Onward Neighborhood House (Onward House) has been opening doors to improve lives and uplift communities through educational, economic, and support services. Onward House is a community hub where residents of Belmont Cragin – and the surrounding neighborhoods on Chicago’s Northwest Side – can access the programs and services they need to build a better life for themselves and their families. 

Onward House envisions a city where every community can achieve economic, social, and educational success. Onward House provides educational opportunities for all ages including early childhood education, tutoring, and adult English and computer classes. The organization offers free resources and services for immigrants, refugees and new arrivals including citizenship classes. We also provide community health services, as well as food and basic supplies through a food pantry, and connections to resources and other partner organizations. Each year, Onward House serves over 5,000 socioeconomically disadvantaged households, (over 9,000 individuals) through programs, services, community workshops, and events. The Belmont Cragin community is 78% Hispanic/Latino and primarily Spanish speaking, with 36% of that population born outside of the U.S. 

Onward House offers a year-round full-day preschool that allows parents to work full-time, pursue their education, and support their families without having to worry about their child’s safety and educational development. Onward House is accredited by the National Association for the Education of Young Children in recognition of program excellence, an achievement earned by less than 10% of all daycare providers. Affordable childcare ranks among the community’s greatest needs.

This is a major moment of growth for Onward House, as we are currently developing a new building which will greatly expand our footprint towards a regional impact across Chicago’s Northwest Side. The organization seeks to hire a talented Director of Human Resources to join the team to develop and implement new human resources initiatives to support its current growth and continued expansion. This role is an opportunity to create lasting impact by supporting and developing a workforce of 60 employees and growing while transforming the human resources function to meet the needs of a growing organization and the workforce of the 21st century. For more information about Onward House please visit: our website: onwardhouse.org
DIRECTOR OF HUMAN RESOURCES 
The Director of Human Resources oversees all aspects of Human Resources to ensure that they align with the organization’s strategic plan to support the growth and long-term financial sustainability of the organization’s hiring and retention employment needs. The Director will be responsible for managing activities such as job design, recruitment, employee relations, performance management, staff training & development and talent management. As a member of the senior leadership management team, the Director offers insights and expertise regarding critical decisions in reference to all aspects of Human Resources.

In addition, the Human Resources Director will be responsible for the supervision of a full-time HR Generalist. Reporting to the Executive Director, the Human Resources Director will work closely with the Executive Director to ensure that all HR strategic initiatives are implemented effectively to ensure continued support of the organization’s staffing needs.   The incoming Director of Human Resources will need to be a self-starter who knows how to recruit, train and retain staff in an effort to support the fast-paced growth of the organization. 

SPECIFIC RESPONSIBILITIES INCLUDE: 

Leadership
a) Develop, oversee, and execute HR strategies and initiatives that ensure positive results in the areas of recruitment, staff trainings, and outside networking relationships.
b) Be a leader in the development and promotion of an organizational culture where people of diverse backgrounds feel welcomed and are encouraged to work together to achieve organizational goals. 
c) Redesign, implement, and manage all training programs including an extended new hire orientation training in order to improve the overall training process, staff professional development, and staff retention. 
d) Supervise the HR Generalist to ensure that all related human resources functions (i.e. onboarding, payroll, benefits enrollment, tracking of evaluations, etc.) are completed accurately and on a timely basis.

Recruitment
a) Develop and implement a robust recruitment and selection process to ensure the hiring of highly qualified staff that are committed to the organization’s mission and goals.
b) Develop and implement a networking system by creating strong new relationships and agreements with local colleges and universities in order to consistently recruit and hire new college graduates on an annual basis (especially teachers and social workers).
c) Research and obtain agreements with outside recruiting companies, which will facilitate the hiring of staff such as teachers, social workers, maintenance workers, etc. 

Training
a) Responsible for the overall design and monitoring of all training programs, such as new hire orientation, mandated teacher trainings, relevant staff and supervisory trainings, etc., to improve our training programs, our staff’s professional skills and in turn the retention of our staff. This includes bringing outside sources to provide trainings.
b) Continually review and improve new hire orientation training program to strengthen new hire training and staff retention.
c) Nurture a positive work environment and periodically assess training needs to design and monitor new training programs to ensure the efficiency of our services and their completion on a timely basis.

Administration and Other Related Duties
a) Lead meetings regarding Human Resources matters, such as new policies and procedures, employee morale surveys, employee benefits, etc. 
b) In conjunction with the HR Generalist, oversee the timely completion and tracking of all the organization’s essential HR related functions, such as performance appraisals, medical reports, I9 Reverifications, etc.
c) In conjunction with supervisors, provide the necessary support to address and handle as a team, employee challenges regarding disciplinary or any other employment related issues.  
d) Be a leader in management and employee relations by addressing demands, grievances or other issues on a timely and consistent basis.
e) Provide decision support to management in alignment with the overall mission and goals of the organization through HR metrics, for example; Turn Over Rate, Current Pay Rates, Staff Demographics, etc.  
f) Maintain current knowledge in the HR field by obtaining membership at an HR organization and by attending HR related seminars, workshops, and in-service training programs annually.
g) Ensure legal compliance throughout all human resource management matters.
h) Attend supervision meetings with supervisor as scheduled.
i) Perform other related duties as assigned.

This job description is not intended to be all-inclusive.  The employee will also perform other reasonably related business duties as assigned by the immediate supervisor and other management personnel as required.

This organization reserves the right to revise or change job duties as the need arises.  This job description does not constitute a written or implied contract of employment.

It is the policy of Onward Neighborhood House to provide equal employment opportunity, without regard to race, color, creed, religion, age, sex, national origin, ancestry, mental or physical disabilities, marital status, affectional preference, Vietnam era veteran status, or any other legally protected status. 

This policy applies to all phases of human resources (seeking, employing, training, and promoting) in compliance with the Illinois Human Rights Act, the U.S. Civil Rights Act, Section 504 of the Rehabilitation amendments of 1973, the Americans with Disabilities Act of 1990, and the Illinois and U.S. Constitutions (Personnel Policies, 200). 

CANDIDATE QUALIFICATIONS 
A self-starter, the Director of Human Resources will be proficient in all aspects of Human Resources with expertise in the areas of training, recruitment and building networking relationships. Ideally, the new Director will speak English and Spanish; however, we encourage all candidates with interest in and passion for the Onward House mission to apply. The experience, skills, and attributes of an ideal candidate include: 

· A Bachelor’s Degree in Human Resources or related field.
· Minimum of 5 years in an HR Management role, preferably in a non-profit work environment. 
· Bilingual in Spanish and English preferred. 
· Experience with payroll related systems (ADP).
· Professional HR Certification a big plus (SHRM or other HR professional organization).
· Demonstrable experience with Human Resources metrics.
· Familiarity with ATS, HRIS and CRM (Salesforce) Systems
· Demonstrated leadership qualities, experience with leading teams.
· Excellent communication and organizational skills and good interpersonal skills in building relationships and driving work across departments.
TO APPLY 
To participate in our confidential search process, please send your application, including your resume and cover letter, to Roberto Carmona at rcarmona@carmonastrategicsolutions.com. 

Compensation: Onward House offers a competitive annual salary range of $ 90,000 to $ 95,000 and a comprehensive optional benefits package subsidized by the organization to include medical, dental, vision and free life and long-term disability insurance. We also offer professional development opportunities, a very generous employer retirement plan, 15 paid time off days (vacation days) and 12 paid holidays and 4 weeks of paid maternity leave. 
 
Work Environment: The offices are located at 5413 W. Diversey Ave., Chicago, IL 60639. 
• The Director will work from the office 5 days a week with the option to work remotely in the near future. 
• This role routinely uses standard office equipment such as computers, phones, photocopiers, scanners, filing cabinets. While performing the duties of this job, the employee is regularly required to talk, hear, and use hands to operate office equipment. 
• Travel to other sites in the metro area is required. Some of those sites may not be wheelchair accessible or accessible via public transportation. 
• Evening and weekend work are occasionally required. 

EOE Statement: Onward House is an Equal Opportunity Employer. Applicants may request any reasonable accommodation that may be necessary to participate in the application process. Decisions and criteria governing the employment relationship with all employees are made in a non-discriminatory manner, without regard to race, ethnicity, creed, religion, color, sex, sexual orientation, gender identity or expression, age, national origin, citizenship status, military service and/or marital status, order of protection status, handicap, disability, or any other factor determined to be unlawful by federal, state, or local statutes.
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