
 

                                          Job Description 
 
Position: Human Resources Director             Primary Reporting Relationship:  COO 
Classification: Full-Time, Exempt    Secondary Reporting Relationship(s):   None 
Direct Reports:  HR Generalist 
Ministry Area: Human Resources (as part of the Operations Department), Leadership Team     
Interfaces:  Church, school, and preschool staff members, church members, visitors, contractors, and other 
stakeholders as identified and appropriate  
 
Interfaces:  Church, school, and preschool staff members, volunteers, and other stakeholders as identified and 
appropriate. 
 
Our vision:  To saturate the 4B Area with the gospel by restoring people, families, and churches.  (The 4B Area refers 
to the geographic area of Southeast Houston from the Beltway to the Beach and the Bay to Brazoria County.) 
 
Profile:  Our organization has a culture led by a collaborative and cohesive team that is dedicated to accomplishing 
our vision while living a lifestyle that demonstrates our Values: 

- Gospel Restoration 
- Spirit and Truth Empowerment 
- Relentless Love 
- Hands-On Service 
- Kingdom Partnership 

 
Job Purpose:  The HR Director is the primary liaison with staff of each entity of the organization (Bay Area Church, 
Bay Area Christian School, and the Early Learning Academy at Bay Area Christian School) as it relates to Human 
Resource Management.  The HR Director will work with the COO in establishing employment policies, procedures, 
and practices.  The HR Director will interface with key leaders of each entity and their staff/employees. 
 
Major Responsibilities:  
Full Cycle Recruiting: 

- Ensure all job descriptions are up-to-date and accurate 
- Ensure the proper classification of all employees in terms of exempt and non-exempt status 
- Develop and maintain job postings as well as external job boards and publications 
- Screen resumes and interview candidates 
- Develop interview training for management staff and ensure all screening/interview notes are properly 

documented 
Compliance/Record Keeping: 

- Manage all facets of TimeClock module, to include employee training 
- Manage FMLA and employee LOA's; create, distribute, and maintain necessary documentation regarding 

employee medical leave and answer employee questions. Ensure the leave process and policy is followed 
consistently. 

Compensation and Benefits Administration: 
- Work with the COO on establishing compensation programs that are equitable and consistent with best 

practices 
- Salary Survey Research / Position Valuation  
- Preparation of Annual BAC Staff compensation increase communications 
- Oversee the processing of all annual BACS/BACS-ELA teacher contract renewals, ensuring equity, consistency, 

and accuracy 



- Oversee the processing of all BACS/BACS-ELA annual non-exempt staff offer letters, ensuring equity, 
consistency, and accuracy 

- Oversee the processing of BACS seasonal stipend coaching contracts 
- Tracking of all pay rates and rate changes I communication of same to finance for payroll 
- Manage Worker's Comp policy administration, ensuring guidelines are followed and requirements met 
- Manage tuition assistance/tuition reimbursement benefits for eligible staff 
- Manage the Minister's Housing Allowance process 
- Review, analyze and make recommendations concerning employee benefits 
- Manage open enrollment preparations and schedule benefits meetings 
- Oversee Employee Health Coverage Continuation Process and documentation for exiting employees 
- Manage employee wellness initiatives by partnering with outside vendors and benefit providers and 

coordinating programs  
Policy Development/Communications: 

- Develop Employment Policies, Manuals and Handbooks 
- Create and maintain efficient cross-company communication to ensure that Human Resources and 

organizational policies and procedures are followed accurately and consistently 
- Train and educate employees on new policies and procedures 
- Policy Research 

Employee Relations/Talent Management: 
- Provide guidance to management team on employee relations issues, disciplinary actions, and other 

performance issues 
- Serves as a resource for all team members by being available and accessible to discuss all human resource 

related issues 
- Assists management in the performance review process 
- Ensure employee performance documentation is consistent and properly done 
- Coordinate employee celebrations   

Human Resources Administration: 
- Oversee all HR functions for all company divisions and employees including talent management, employee 

relations, compliance, training, development, and benefits and compensation. Maintain knowledge of HR 
industry trends and employment legislation to ensure organizational compliance. 

- Research best practices for employment-related functionality for organization 
- Consults with legal counsel on personnel issues as appropriate, or as directed by COO or Executive Pastor 
- Manage additional policies such as Key Man policies for executives 
- Maintain BAC Organizational Chart 
- Performs other duties as assigned 

 
Required Skills and Abilities: 

- Degree in Human Resource Management required 
- 6-8 years of current work experience in a human resources, recruitment, or related field 
- Knowledge of ADEA, FLSA, ADA, FMLA, Title VII, ACA and other applicable local, state and federal laws, and 

other practice areas, policies and procedures 
- Prior experience reviewing and creating HR policies and procedures 
- Intermediate computer skills in programs such as MS Word, Excel & Outlook, etc.  
- Must possess the ability to read and write at an advanced level in a business environment 
- Must be able to accurately process alpha/numeric information 
- Ability to work independently with limited supervision, multitask and possess strong initiative 
- Possess organizational and time management skills with ability to prioritize and be detail-oriented 
- Ability to establish and maintain effective working relationships with customers, vendors and fellow 

employees 
- Possess strong analytical skills and the ability to think logically, establish and follow procedures, instructions 

and make sound decisions  
- Ability to exercise independent judgment within established systems and procedures 
- Ability to consistently meet deadlines 



 
Physical Requirements: 

The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. The employee is regularly required to use their hands and fingers.  The 
employee frequently is required to talk and/or hear. The employee is occasionally required to stand and walk; climb or 
balance; stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to ten (10) pounds.  
Specific vision abilities required by this job include color vision and close vision ability. 
 
I have received, reviewed and fully understand the job description for the position of Human Resources Director.  I 
further understand that I am responsible for the satisfactory execution of the essential functions described therein, 
under any and all conditions as described. I understand that this job description is not designed to contain a 
comprehensive list of all of the activities, duties, or responsibilities that are required of an employee for this job, and 
that the responsibilities and activities may change at any time with or without notice. 
 
 
Employee Name___________________________________________________  Date________________________  
 
Employee Signature_____________________________________________________________________________   
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