
  Job Description 

Position: Human Resources Coordinator   Primary Reporting Relationship:  Human Resources Director 
Classification: Full-Time, Non-exempt Secondary Reporting Relationship(s):   Chief Operations Officer 
Ministry Area: Human Resources, as part of the Operations Department     
Interfaces:  Church, school, and preschool staff members, church members, visitors, contractors, and other 
stakeholders as identified and appropriate.  

Mission: To saturate the 4-B Area with the gospel by restoring people, families, and churches. 

Job Purpose:  The Human Resources Coordinator assists the Human Resources Director by performing tasks involved in 
the following functional areas; full-cycle recruiting, compliance and record keeping, benefits administration, policy 
development, communications, employee relations, talent management, and general human resources day-to-day 
administration. Reporting to the Human Resources Director, the Human Resources Coordinator will perform all duties 
and responsibilities in support of Bay Area Church’s mission to glorify God by making disciples, equipping families, 
and serving the world with the Gospel of Jesus Christ. 

Employee Profile:  
- Acceptance of and agreement with the Bay Area Church and Bay Area Christian School Statement of Faith

and Standard of Conduct.
- A strong, clear Christian testimony
- A lifestyle that displays an ongoing personal relationship with God and a commitment to serve Him daily

Major Responsibilities: 
Full Cycle Recruiting: 

- Develop and maintain job postings as well external job boards and publications.
- Screen resumes, interview candidates, and assist managers in scheduling interviews with potential

candidates for all divisions.
- Update, maintain, and facilitate new hire orientation and ensure that new employee paperwork is completed

accurately.
- Assist with off-boarding employees leaving the company, including conducting exit interviews and

terminating benefits.
Compliance/Record Keeping: 

- Maintain compliant and accurate employee files.
- Manage TimeClock time off module, to include updates for change in employee status or new hires.
- 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.

- Responsible for processing cycle for background checks.
Benefits Administration: 

- Assist with processing benefits administration for newly-eligible employees by conducting benefit information 
sessions, collecting and reviewing benefits documentation, and entering data into provider accounts.

- Manage all benefit administration for existing employees for various qualifying life events and ensuring 
benefits are updated across various provider servers.

- Partner with HR Director during Open Enrollment to educate employees on current benefit offerings, update 
them on any changes, review paperwork and ensure that all forms are submitted on time and changes are 
updated in benefit systems.



- Act as liaison between employees and benefit providers to answer questions and address concerns.
- Manage employee wellness initiatives by partnering with outside vendors and benefit providers and

coordinating programs.
Policy Development/Communications: 

- Partner with HR Director to update, write, and edit existing and new company policy as needed.
- 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.

Employee Relations/Talent Management: 
- Work with the HR Director to provide guidance to management team and employees on employee relations 

issue, disciplinary actions, and other performance issues.
- Monitor the service tenure of employees and assist with distribution of service awards.

Human Resources Administration: 
- Partner with HR Director on various HR initiatives, policies and programs and assist with the day-to-day 

operation of the HR department.
- Act as a resource to both management and employees by offering support and guidance regarding company 

policy, procedures and practices.

Required Skills and Abilities: 
- Bachelor’s Degree or equivalent education/work experience.
- 1-3 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 
Coordinator.  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_____________________________________  Version: 5.7.2021 


