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POSITION DESCRIPTION 
HUMAN RESOURCES DIRECTOR 

 
University City Children’s Center is a not-for-profit organization whose two programs are its 

innovative early childhood education center and LUME Institute. 
 

UCCC is a diverse, welcoming early childhood community that respects and nurtures children and 
families in a culture of trust, love, empathy, compassion, and joy.  UCCC provides innovative, quality 

care and education to a racially, culturally, developmentally, and socio-economically diverse 
population of children between the ages of six weeks and six years in a nurturing environment that 

provides supportive services to families.  UCCC serves children from over 30 zip codes in the St. Louis 
metropolitan area and is supported through private and government program service fees, 

contributions, and grants from private foundations, state government agencies, and the United Way 
of Greater St. Louis. 

 
LUME seeks to transform the way families, educators, and communities inspire young children to 
learn, grow, and thrive. LUME provides professional development for current and aspiring early 

childhood educators, and hosts workshops and other events to help parents and other participants 
support the growth and development of children. 

 
Overall Responsibility  
The Human Resources Director is responsible for all HR activities of University City Children’s Center 
and LUME Institute, including recruitment, orientation, performance evaluations, succession 
planning, regulatory compliance, policies and procedures, payroll, and employee benefit programs.   
The Human Resources Director serves as a highly visible resource to all employees of the 
organization.  This position requires a strong customer service orientation, and the ability to interact 
with all levels of a diverse employee population.  
 
Primary Interactions 
The Human Resources Director reports to the CFO, and works closely with the Center Director and 
outside counsel.  The Human Resources Director interacts with all employees, HR-related service 
providers, and job applicants.   
 
Supervisory and Administrative Responsibilities 
No direct or indirect reports.  Has administrative responsibility for all human resource activities. 
 
Essential Tasks and Responsibilities 
For UCCC and LUME: 

1. Provide strategic guidance and operational excellence in the areas of recruitment and 
retention 

2. Identify and recruit qualified and talented new employees:  screen applicants, review 
resumes, assist with selection, prepare offer letters, etc. 

3. Ensure a smooth on-boarding process for all new hires:  obtain background checks, medical 
screenings, I-9s, tax forms; introduce benefit plans and HR policies and procedures; enter all 
necessary new hire data in HRIS system (IPS) 

4. Ensure compliance with all federal, state, and local employment laws and regulations 
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5. Maintain employee files and documents for all events in the employee life cycle, including 
benefits eligibility, promotions, transfers, salary changes, terminations, and: 

 Required documents such as FCSR, TB/medical/Hepatitis A, CPR/1st Aid certification, 
continuing education, and employee credentials  

 Update employee lists for accreditation with supporting documents 

 Benefit files 

 I-9 files in compliance with regulations 

 Partner with Volunteer Program Manager to maintain comprehensive, up-to-date 
records on all active volunteers 

6. Process bi-weekly payroll, including all voluntary payroll deductions, 401(k) deposits, etc. 
7. Develop and implement processes for performance evaluations and succession planning 
8. Assist with selection of benefits and benefit providers 
9. Track eligibility for and manage benefits enrollment and ongoing administration, including 

qualified life event processing and new hire enrollments.  Assure accuracy of benefits 
invoices, reconciling with HRIS plan enrollment and payroll deductions.  Assist with 
preparation of Form 5500 

10. Manage regulatory events in the employee life cycle: 

 Worker’s Compensation issues 

 FMLA and other leave requests, and ADAAA claims 

 Unemployment claims 

 COBRA notifications to 3rd party vendor  

 Paid Time Off (PTO) 
11. Assist in resolution of workplace conflicts and other employee concerns 

 
Skills and Attributes  

 Administer human resources policies and guidelines within the framework of the 
UCCC/LUME approach 

 Establish and maintain trusting relationships with employees at all levels and respond 
effectively to sensitive inquiries or complaints 

 Handle sensitive employment information with appropriate discretion and confidentiality 

 Strong oral and written communication skills 

 Excellent time management, organizational and independent judgment skills 

 Take responsibility and solve problems; self-motivated, resourceful, and flexible 

 Highly computer literate 

 Think strategically while attending to details 

 Maintain a thorough, up-to-date knowledge of HR-related government regulations and 
requirements 

 Ability to counsel co-workers on issues such as employee benefits and personnel policies and 
procedures 

 
Environmental Factors 
Indoor, primarily works in conventional office. Noise and activity levels can be high; children come 
and go at all times. Position requires a health screen, TB test and record check. UCCC is a busy, 
unique environment.  Employees are expected to participate fully in the life of the Center.  All 
employees must be able to lift 25 lbs. in the event of an evacuation or emergency situation. 
 
Education/Experience 
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 Bachelor’s degree 

 Minimum 5 years work experience in responsible HR positions 

 Knowledge of HR-related regulatory issues such as workers’ compensation, unemployment, 
COBRA, FMLA, ADAAA, I-9s, etc. 

 PHR/SPHR preferred but not required 
 

Reports to:  Chief Financial Officer 
Position classified as:  Exempt, full-time, year-round 
Position description created/revised:  06/20/2018          Approved by:  Frank Marchiony 

 


