
 

 
4Cs Now Hiring:  

Human Resources Director 
 

 

The Community Child Care Council is looking for an outstanding human resources professional to join the 

4Cs leadership team. The HR Director is responsible for the overall administration and coordination of the 

Human Resources function, including employment, compensation, benefits, training, employee relations, 

coaching and other services in support of the agency mission and in alignment with stated agency objectives 

and state and federal legal requirements. Develops and implements organization-wide policies and programs 

that will contribute to its overall success while maintaining a positive organizational culture.  

 
PRIMARY DUTIES AND RESPONSIBILITIES: 

 Provides timely and reliable employee support that generates a high level of employee engagement 

and confidence through effective communication, expert knowledge and efficient issue resolution.  

 Recommends employee relations practices necessary to establish a positive employer-employee 

relationship and promote a high level of employee morale. 
 Develops hiring and retention policies and procedures. Partners with hiring managers in the 

recruitment, selection and on-boarding of new staff. 

 Manages performance evaluation program and provides guidance/coaching to supervisors regarding 

performance feedback and improvement discussions as well as career development communication. 

 Provides coaching and support for employee relations issues, conflict management, etc. 

 Conducts investigations of employee complaints, claims of harassment, discrimination or other 

violations of company policies. 
 Provides counsel and risk management assessment through sensitive terminations. Completes 

separation documents and exit interviews for exiting staff. 

 Manages the flow of information from the Human Resources department to Payroll insuring 

accuracy, timeliness and adherence to policy and best practices. 
 Implements and periodically updates compensation programs, updates job descriptions, as 

necessary, and conducts annual salary surveys.  

 Manages the agency's benefits administration including annual review of employee benefits strategy, 

plan design, vendor management, broker/carrier relations, open-enrollment, and compliance. 
 Administration of employee leaves of absences. 

 Coordinates administration of workers’ compensation, disability and unemployment claims. 

 Recommends new approaches, policies, and procedures to ensure best practices and continual 

improvements in efficiency of department and services performed. 

 Develops, updates and implements employment related policies and procedures. Prepares and 

maintains employee handbook. 

 Provides assistance to directors and supervisors in the interpretation and fair application of HR 

policies and procedures. 
 Maintains employee files, I9 records, etc. Follows document retention policies and purges files in 

compliance with protocol. 

 Collaborates with Facilities Director and Office Manager in implementation and coordination of 

agency safety programs including the agency Injury and Illness Prevention Plan (IIPP). 
 

GENERAL: 
 Serve as a member of 4Cs Administrative/Executive Team and Management Team.   

 Participate in and attend the following meetings:  Board of Directors, Personnel Nominating 

Committee, Office Staff meetings, and Retreats. 

 Lead/Co-Lead 4Cs committees according to policy (Safety, Wellness, Employee Recognition) and 

coordinate annual committee fair. 

 Ensure the timely submittal of required HR related reporting (i.e. ACA documentation, EEO-1, SAR, 

Annual notices, etc). 
 Attend seminars, trainings or other professional development opportunities to maintain current 

knowledge of employment laws and regulations. Report any changes that may impact the agency or 

staff. 



 
 
SKILLS & QUALIFICATIONS 

 Bachelor’s Degree and/or SPHR Certification. 

 Minimum 5 years Human Resources experience, preferably in a non-profit organization. 

 Bilingual in English and Spanish preferred.  

 Extensive knowledge of current employment law and regulations.  

 Ability to work in fast-paced environment with versatility, flexibility and a willingness to work within 

constantly changing priorities with enthusiasm and positive attitude. 
 Excellent verbal and written communication skills and ability to work with persons from various 

social, cultural, economic and educational backgrounds. 

 Demonstrates good judgement and discretion, maintains a high level of confidentiality, and handles 

sensitive employee issues with tact and professionalism. 
 Strong leadership and interpersonal skills with ability to build relationships at all levels of the 

organization and act as trusted advisor/coach. 

 Strong organizational, problem solving and analytical skills. Acute attention to detail. 
 Self-motivated with an ability to work independently as well as collaborate with other team 

members. 

 Demonstrated proficiency with computer technology, Microsoft Office Programs, internet, data 

analysis and operating office equipment. 
 Experience working with Innovative Business Solutions (IBS) web-pay module, preferred.  

 Valid California driver’s license and insured automobile with ability to travel to 4Cs facilities in 

Sonoma County (including Cloverdale). 

 Available to work evening and weekend hours as needed. 

  
 
 

To apply, email cover letter with desired salary range & resume to: 
employment@sonoma4cs.org 

 
 

For more details, please visit our website: http://sonoma4cs.org/about-us/career-opportunities/ 
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