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GENERAL 
 
Job:   HR Generalist 
Job Type:  Full Time 
Salary:   $20 Hour 
App Deadline:  August 18, 2017 
Target Start:  September 2017 
Location  800 S. Figueroa Street, Suite 950  

Los Angeles, California 90017 
 
To Apply:  Visit our website at www.bgcmla.org. Click on “Get Involved > Job Opportunities”. 
 

At website: Send resume and cover letter to apply@bgcmla.org with “MLA-OPS05” in the 
subject line.  

 
OVERVIEW 
 
Boys & Girls Clubs of Metro Los Angeles (BGCMLA) was founded in December 2015 as a strategic partnership to 
develop a cluster of LA Metro-area Clubs. Currently BGCMLA operates four clubs, Roy W. Roberts, II Watts / 
Willowbrook Boys & Girls Club, Boys & Girls Club of Nickerson Gardens, Jordan Downs Boys & Girls Club, Lou 
Dantzler Challengers Boys & Girls Club; with an additional Club opening in the summer / fall  of 2017 (Bell Gardens 
Boys & Girls Club), and more on the horizon.  
 
As a recent “start-up” many operational and administrative functions were initially outsourced. We are now in the 
process of staffing / building our own internal infrastructure to ensure both the short and long term success of our 
Clubs, and the Boys & Girls Clubs mission, is realized.  
 
Reporting to the COO / CFO, the HR Generalist will be someone with the desire and ability to have a hands approach 
initially, while also having the ability to grow with the organization.  
 
The HR Generalist is responsible for administering Boys & Girls Clubs of Metro Los Angeles (BGCMLA) Human 
Resources functions and processes including providing technically complex staff assistance to leadership and staff. 
Key areas of responsibility include recruitment, compensation, payroll, benefits, employee relations, performance 
management, HR Administration, HR policies and staff orientation.   
 
This is a professional position in which incumbents exercise discretion in making decisions and taking actions based 
on their professional experience and expertise. Supervision is limited. Broad organizational and departmental 
objectives are outlined, and job performance is evaluated primarily on results and outcomes, allowing incumbents 
to develop their work plans and choose their work methods to meet goals and objectives. 
 
 
MAJOR DUTIES AND RESPONSIBILITIES:  
 

General 
 

 Plan, manage, and oversee daily human resource operations.  

 Provide professional support regarding human resources issues to BGCMLA leadership and staff.   

 Recommend revisions to the organization’s personnel policies and practices to comply with legal 
requirements and implement HR best practices. Interpret policies and laws for managers and supervisors, 
and recommend corrective action to ensure compliance.   
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 Administer the organization’s compliance with its own personnel policies and practices and legal 
requirements, including affirmative action / equal employment opportunity, Fair Labor Standards Act, 
Family and Medical Leave Act, California State leave laws, and the Americans with Disabilities Act.  

 Coordinate and administer recruitment and selection programs; develop or review selection tools; advise 
managers on recruitment and selection strategies, techniques, and legal requirements; support offer 
negotiations oversee new hire orientations, assist with HRIS tools. 

 Administer BGCMLA systems for employee performance evaluation. Assist managers and supervisors in 
developing job performance standards, employee goals, action plans; advise on coaching for improved 
performance. 

 Assist with employee relations activities, such as conducting investigations, advising managers and 
supervisors on issues resolution, corrective and disciplinary actions, and recommending corrective actions; 
conduct or oversee exit interviews. 

 Ensure adherence to comp and classification programs, participate in compensation analyses and salary and 
benefits surveys. 

 Oversee Worker’s Compensation program, educate staff on worker’s comp, and ensure compliance with 
return to work procedures. 

 Support or manage relationships with HR vendors.  

 Coordinate, develop and / or lead training on a variety of human resource management topics for 
employees and managers, including on boarding. 

 Maintain and improve the quality and relevancy of HR content available to field staff. 

 Assist with design of and implement new HR services and programs. 

 
Payroll & Benefits 

 
 Ensure that systems for maintaining all records exceed expectations and are consistent with BGCMLA 

policies and procedures. 
 

 Administer time, attendance and payroll systems. 
 

 Coordinate and maintain Human Resources Information Systems (HRIS) systems; maintain accurate and up-
to-date employee records, including keeping payroll related employee records and data updated. 

  
 Function as 401K profit sharing data management administrator. 

 
 Process monthly, quarterly and year-end compliance and tax reports (state and federal), and other reports 

as necessary, including support for annual audit processes. 
 

 Provide payroll related reports for finance department and other functions as requested. 
 

 Administer employee benefits packages, regularly responding to employee's benefit needs through 
information and training. 

 
 Base all decisions on sufficient and reliable information that is aligned with organizational principles, policies 

and procedures. 
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MANAGEMENT ACCOUNTABILITY 
 
This position reports to the COO / CFO. Specific supervisory and fiscal accountabilities would include: 
 
Supervisory Responsibilities:  
 
This position supervises HR interns and junior HR staff as required.  
 
Budget Accountabilities: 
 
Responsible for the development and ongoing management of human resources related budgets and budget 
accountabilities in overall organizational budget development related to benefits and retirement plans.  
 
 
RELATIONSHIPS: 
 
Internal:  Frequent contact with leadership and staff. Communicate daily to receive and provide information, discuss 
HR issues, explain or interpret HR policies and practices, and provide direction and support to HR staff or all staff in 
regards to HR issues. 
 
External:  Regular contact with stakeholders, vendors, and professional associates.  
 
 
KNOWLEDGE, ABILITIES, AND SKILLS: 
 
Knowledge of the principles and practices of human resources management. Legal requirements and best practices 
regarding personnel policies and practices, including affirmative action / equal employment opportunity, Fair Labor 
Standards Act, Family and Medical Leave Act, and Americans with Disabilities Act requirements. Principles and 
practices of employee benefits programs and worker’s compensation programs. Principles and practices of 
employee payroll programs. Principles and practices of effective management, including supervision, training, 
evaluation, motivation, problem solving, decision making, leadership, and budgeting. 
 
Ability to articulate and promote the Boys and Girls Clubs mission and core values to a diverse audience. Plan and 
direct operations assigned to the Human Resources Department. Plan, organize, and supervise the work of 
subordinate employees if applicable, including training, assigning, and evaluating their work, and providing job 
performance feedback.  
 
Perform research, gather data, analyze options, and make recommendations to management on a variety of HR 
issues based on sound reasoning and analysis. Conduct thorough employment investigations, analyze facts to make 
recommendations for resolution, and gain cooperation of employees and management to implement solutions. 
Analyze and evaluate operations and develop and implement corrective actions to improve efficiency, resolve 
problems, and ensure legal compliance. Establish and maintain effective working relationships with subordinates, 
Managers, Senior Management Team, and other staff.  
 
Provide excellent customer service and communicate sensitive information in an appropriate manner. Communicate 
effectively, orally and in writing, including the ability to listen effectively and to explain complex issues and 
applicable legal requirements, policies, and procedures to employees and managers.  
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QUALIFICATIONS: 
 
Successful completion of a pre-employment National Criminal History Background check is required. 
 
Experience:   
 
Three to five years of progressively responsible experience in human resources management and payroll processing 
is required. Experience in a nonprofit organization is desired.  
 
Experience with SAGE (Abila) MIP or similar advance accounting software. 
 
Education and Training: 
 
Bachelor’s degree in human resources, public administration, business, or other related field is required. 
 
Licenses and Certifications: 
 
Certification as Professional in HR (PHR) is desired. 
 
 
PHYSICAL DEMANDS / WORKING CONDITIONS: 
 
The physical demands and characteristics of the work environment described here are representative of those 
occurring in the performance of the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
Working conditions are primarily an office setting, long hours of close work at desk and / or computer terminal; 
frequent interruptions via in-person contact, phone calls, and email.  Occasional travel will be required to various 
communities and businesses in the region. Physical exertion may be required to lift supplies and equipment.  The 
ability to travel commercially and to communicate orally and in writing / typing are required to perform the essential 
functions of the job. 
 
Work is performed mainly during regular office hours; however, incumbent may be required to attend meetings or 
agency events outside regular office hours.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BGCMLA is an equal opportunity, affirmative action employer. All qualified applicants will receive consideration for employment without 
regard to race, color, religion, sex including sexual orientation and gender identity, national origin, age, marital status, disability, protected 

Veteran Status, or any other characteristic protected by applicable federal, state, or local law. 


