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POSITION TITLE:  Human Resources and Administration Manager  
POSITION CLASSIFICATION: Full time, Exempt 
Salary Range: DOE 
Benefits: Medical, Dental, Vision, Life Insurance, Paid Time Off, FSA, 401k, Paid Jury Duty, Paid Holidays, Credit 
Union 

ABOUT US:  
Youth Alliance is a non-profit serving youth in South Santa Clara and San Benito Counties. Our mission is to assist 
young people in developing skills so that they can contribute to the social and economic betterment of their 
community. YA services provide a continuum of support for children and youth ages 0-24 years that includes after 
school programming, drop-in prevention programs, bilingual counseling and case management. Our restorative 
justice and intervention programs serve at-promise and high-promise youth, homeless youth, immigrant families, 
teen parents and formerly incarcerated parents. 

SUMMARY: 
The Human Resources and Administration Manager provides oversight and support while acting as the first point of contact for 
most human resources inquiries. As a key leader in supporting YA’s organizational performance, the Human Resources and 
Administration Manager supports the diversity, equity, and inclusion efforts to support staff, volunteer, and member 
engagement, wellness and productivity, and retention. The HRAM will be responsible for the day-to-day management in areas 
such as payroll, benefits, recruiting, salary schedules, background and reference checks, on-boarding/off-boarding and 
performance management and supporting professional development pathways.  The HRAM will also be responsible for 
regularly updating our Personnel Policy and critical issues to ensure regulatory compliance for continued agency operations. 
HRAM will provide the overall coordination of our Wellness and Safety committees, support purchasing, IT and staff training in 
collaboration with other departments. The Human Resources and Administration Manager supports YA operations by 
maintaining office systems, supervising office support staff/volunteers, supporting after school program site operations, and 
providing administrative support for executive director and deputy director as needed.  
 
Our ideal candidate has extensive Human Resources experience in HR law and HR benefits and performance management.  
They have a growth mindset that helps Youth Alliance rise to meet new challenges. They also have a strong understanding of, 
and passion for diversity and inclusion, and will champion the agency in its mindfulness around inclusion and cultural 
proficiency.  Finally, they will demonstrate curiosity, initiative and collaboration as they perform your duties and responsibilities 
which include, but are not limited to: 

TYPICAL RESPONSIBILITIES AND DUTIES: 
1. Recruiting new staff, drafting position descriptions, setting salary guidelines, and identifying strong candidates for posted 

roles.  
2. Supports new hires to the organization, ensuring that new employees receive all required employment tools such as 

badge, email, technology, etc., and are provided onboarding for timesheet, peer introduction, and general office 
processes.  

3. Oversees orientation training annually for all staff.  
4. Develops new managers, coaching them on overall best practices for leading teams, identifying leadership development 

training opportunities, and coaching on performance management best practices to ensure that staff has the best 
opportunity for success.  

5. Manages staff training compliance (Harassment, CPR) as well as program-specific training requirements, ensuring that staff 
is current with all required training.   

6. Reviews and updates all policy and procedure manuals, compliance manuals, safety manuals and program manuals 
annually, adapting language and policies based on new laws, updated procedures and/or emerging HR trends, including 
those focused on diversity and inclusion.  

7. Ensures that all sites have the proper HR documents available for reference, and that they are in compliance with HR law 
and best practices.  

8. Participates and/or chairs the safety and wellness committee, ensuring that our staff practice in self- care and wellness 
initiatives.  

9. Supports our CEO with board minutes, meeting coordination, and refreshments as needed for high-level meetings with the 
Board of Directors, staff, or external visitors as needed.  

10. Participates in and/or assists in coordination of community, agency, team and staff training and/or meetings, as required. 
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11. Provides general guidance of after school program sites and staff as it relates to key operational safety, and financial 
procedures (ie: understands and can advise on company policies), ensuring a safe, engaging, and supportive environment 
including school site safety plans, translation guides, and emergency protocols for staff. 

12. Provides support for office operations including office supply requisitions; and/or performing clerical functions as needed.  
Greets visitors, provides phone system back up as needed.  

13. Supports office staff by providing administrative assistance to employees/volunteers as required. 
14. Handles routine inquiries and provides information on agency activities, processes, established services and programs and, 

when required, refers inquiries/calls to other staff for reply. 
15. Maintains filing and record keeping systems, schedules, equipment inventory, rosters and databases, inclusive of manual 

systems and computer data entry.  
16. Utilizes personal vehicle for agency business as needed. 
17. Bilingual/Bicultural preferred 
18. Other duties as assigned.  

MINIMUM QUALIFICATIONS: 

A. Education and Experience: Possession of an A.A. Degree or equivalent and 3-5 years of related HR experience preferred. 

B. License:  A valid California driver's license, current care insurance, and a good driving record as documented by a DMV report. 
Must be able to meet and receive a criminal records clearance as required by specific programs, licensing regulations and 
Hollister Youth Alliance practices.  

C. Knowledge and Skills: HR law and best practices, Performance Management, Benefits administration, Staffing, Managing 
Processes, Supervision, Developing Standards, Promoting Process Improvement, Computer literacy, including ability to use 
word processing, spreadsheet and database applications; excellent organizational ability; excellent oral and written 
communication skills; flexibility and ability to coordinate more than one task; ability to occasionally lift and/or move up to 
25 lbs.; ability to maintain deadlines; ability to adapt to changing systems, methods, and environments; ability to respect 
and maintain confidentiality; and an ability to work effectively with persons differing in value systems, ethnicity, cultural 
backgrounds, language capabilities and disabilities. Spanish bilingual/bicultural preferred. 

D. Physical Requirements of Position: The following are required in day-to-day performance of the duties of this position: 
Standing, Walking, Sitting, Pinching and Finger Flexion, and Visual/Auditory Acuity are required constantly (over 2/3 of the 
workday); Lifting, Carrying, Pushing, Pulling, Bending, Stooping, Crouching, Kneeling and Twisting are required occasionally 
(under 1/3 of the workday). Balancing, Climbing and Crawling are not required. 

 
Youth Alliance does not and shall not discriminate on the basis of race, color, religion (creed), gender, gender expression, age, 
national origin (ancestry), disability, marital status, sexual orientation, or military status, in any of its activities or operations. 
These activities include, but are not limited to, hiring and firing of staff, selection of volunteers and vendors, and provision of 
services. We are committed to providing an inclusive and welcoming environment for all members of our staff, clients, 
volunteers, and partners. 

Please apply with a cover letter to pam@youthall.org 


