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ARVAC, Inc. promotes self-sufficiency and provides pathways out of poverty for individuals, families, and communities.

	Job Description

	
	

	Title:
	Human Resources Director

	Business Unit/Delegate:
	ARVAC, Inc.

	Department:
	Corporate

	Reports To:
	COO of Arvac

	FLSA Status:
	Exempt

	Full Time Equivalent:
	Full-Time

	Date Approved/Revised:
	03.02.2026



Mission Statement:
ARVAC, Inc. promotes self-sufficiency and provides pathways out of poverty for individuals, families, and communities.

Job Summary:
[bookmark: 30j0zll]The Human Resources Director is responsible for overseeing the day-to-day operations of the Human Resources department for a non-profit with initiatives across the state of Arkansas. This position works closely with the Chief Executive Officer and the Chief Operating Officer to support organizational goals by managing recruitment, onboarding, training, employee experience, and total rewards. The HR Director serves as the primary HR contact for employees and supervisors and plays a key role in creating a positive and supportive work environment. This role requires a hands-on leader who can manage HR operations while supporting staff and leadership. This position participates in the agency’s on-call rotation as needed.

*The following job junctions are not all-inclusive. Job duties may change as required by needs of the agency. You will assume the responsibility of assuring that you working under to understand your role in accomplishing the strategic goals and performance measures of the Agency


Essential Duties & Responsibilities:
Human Resources Operations
· Manage daily HR operations and serve as the primary HR contact for staff
· Implement HR policies and procedures
· Provide guidance and support to supervisors on HR-related matters
· Promote a positive and inclusive workplace culture
· Participate in the agency’s on-call rotation
· Support organizational initiatives led by leadership

Recruitment and Talent Management
· Lead recruitment and hiring efforts across the organization
· Develop and post job announcements
· Screen candidates and coordinate interviews
· Coordinate hiring processes
· Support workforce planning needs
· Maintain recruitment records and documentation

Onboarding and Training
· Coordinate new employee onboarding and orientation
· Ensure new employees receive required training
· Support staff development and training initiatives
· Maintain training records and documentation
· Assist supervisors with employee development needs

Employee Experience
· Support a positive employee experience across the organization
· Assist with employee engagement initiatives
· Plan and coordinate employee recognition activities
· Organize employee holiday events and appreciation activities
· Support employee health and wellness initiatives
· Communicate employee-related updates and information

Total Rewards (Compensation & Benefits)
· Assist with administration of compensation programs
· Support benefits enrollment and employee communication
· Coordinate benefits administration
· Maintain compensation and benefits records
· Assist employees with benefits-related questions
· Ensure fair and consistent HR practices

Employee Relations
· Address employee concerns and provide support
· Assist with conflict resolution
· Support communication between leadership and staff
· Promote positive working relationships
Compliance & HR Administration
· Ensure compliance with employment laws and regulations
· Maintain employee records and HR documentation
· Support reporting and audit requirements
· Monitor policy compliance
· Maintain HR files and systems

Job Specifications:
To perform this job successfully, an individual must be able to carry out each essential duty in a satisfactory manner. The job specifications listed below are representative of the education and experience as well as the knowledge, skill and/or ability (KSAs) required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Qualifications:

Education and Experience
· Bachelor’s degree in Human Resources, Business Administration, or related field preferred
· 3–5 years of Human Resources experience required
· HR Generalist or HR leadership experience preferred
· Non-profit experience preferred
· SHRM-CP or SHRM-SCP certification preferred
Knowledge and Skills
· Knowledge of HR best practices and employment law
· Strong interpersonal and communication skills
· Strong organizational skills
· Ability to manage multiple priorities
· Problem-solving and decision-making skills
· Ability to maintain confidentiality
· Proficiency in HR systems and Microsoft Office
Core Competencies
· Leadership and accountability
· Relationship building
· Communication
· Organization and planning
· Employee support
· Attention to detail

Physical Requirements: 
· Ability to stand most of the time with some bending and reaching

· Ability to stand, walk, and bend periodically

· Ability to receive and respond to oral communication

· Ability to exert up to 25 pounds of force to lift, carry, push, pull, or otherwise move objects and/or children

Work Environment: 
· Combination of office, classroom, and dorm environments
· Noise level in the work environment is moderate to occasionally loud 
· Standard office equipment generally used includes:
· Telephone
· Personal Computer (monitor, keyboard, and mouse) or Tablet
· Printer/Photocopy Machine
· Calculator
· Fax Machine
· May be required to operate a motor vehicle during the course of duties

______________________________________________________                              ___________________________________
Employee Signature                                                                           Date


_______________________________________________________                             ____________________________________
Supervisor Signature                                                                           Date


We are an equal opportunity employer committed to creating a diverse and healthy workplace.
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