EMPOWER
OUSE

Job Title: People, Culture, and Wellness Manager Annual Salary: $46,500
FTE: 1.0 Last Update: April 2023
Reports To: Assistant Director Classification: Full Time Exempt

Empower House (formerly Martinez Street Women’s Center) provides community health services, youth
development programs, and advocacy opportunities that are transformative and empowering for women and
girls of color. We envision a world where all women and girls are empowered to transform themselves, their
families and their communities.

The ideal candidate for this position can share their passion for grassroots community transformation and
connect their volunteer or professional experiences to our mission. Our organizational philosophy is based on
understanding the implications of the intersections of sexism, racism, and other forms of oppression for women
and girls. Women, people of color, LGBTQ and nonbinary individuals are strongly encouraged to apply.

Position Summary

This position is responsible for the daily management of the human resource activities of the
organization. The People, Culture, and Wellness Manager will serve as the lead resource for
effectively onboarding and off boarding staff, identifying and implementing HR best practices to
support staff throughout their tenure, managing HR compliance and reporting requirements, and
advising senior staff on HR matters. Additionally, The People, Culture, and Wellness Manager
will utilize our values of solidarity, creativity, collaboration, and empathy in creating and
maintaining staff development, team building and outings, community building opportunities,
wellness opportunities, and employee appreciation programs.

Responsibilities
e Work with PEO firm to streamline HR processes
e Provide support to employees in various HR-related topics and guide resolution of any issues that arise
« Promote HR programs to create an efficient and conflict-free workplace
e Set annual goals for recruitment and retention of talent
e Manage recruiting and staffing logistics
o Effectively onboard all new employees
o Facilitate off boarding and exit interviews
o Oversee compensation and benefits administration
e Supervise open enrollment process
e Accurately track and maintain PTO
o Complete and prepare all regulatory questionnaires, reports and surveys related to HR
e Provide advice and service to management on employee relations and performance management
e Prepare reports for leadership and Board of Directors
e Implement and administer employee policies
e Work with PEO and Assistant Director to update and maintain Employee Handbook as needed




o Offer proactive policy development and identify ways to improve policies and procedures

Quialifications
e Bachelor’s degree in HR Management or related discipline
e 5+ years’ experience in HR
o Knowledge of Restorative HR practices and/or willingness to learn and implement
o Expertise in HR policies and procedures
o Strong knowledge of benefits management
e Understanding of HR best practices and current regulations
e Sound judgment and problem-solving skills
e High level of professionalism and discretion
o Familiarity with MS Office suite
« Excellent communication skills and team builder
o Flexibility on work location and hours

Additional Information

Empower House provides equal employment opportunity (EEO) to all persons regardless of age, color, national
origin, citizenship status, physical or mental disability, race, religion, creed, gender, sex, sexual orientation,
gender identity and/or expression, genetic information, marital status, status with regard to public assistance,
veteran status, or any other characteristic protected by federal, state, or local law. Empower House will provide
reasonable accommodation for qualified individuals with disabilities.

Benefits include:

Open PTO after 30 days

Medical insurance paid at 70%

401 3(b) currently not matched
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