
 

 

18000 West 9 Mile Road, Suite 450, Southfield, MI 48075 

(248) 250-9304 

 
Job Title: Human Resources Director 
Reports to: Chief Financial Officer and Head of HR 
Job Status: Full-Time 
Location On-site, Southfield, MI  
 
Summary 
Founded in 2002, Beyond Basics is a 501(c)(3) nonprofit working to eradicate illiteracy, transforming the lives of students 
and creating stronger communities. Our one-on-one, multisensory tutoring program helps students achieve grade-level 
proficiency in reading in an average of six weeks. In addition to our structured literacy interventions, we cultivate 
curiosity and encourage a love of lifelong learning with fine arts activities that expand horizons.  

The Human Resources Director will serve in a critical role on the Leadership Team. In this new position, the HR Director 

will have the opportunity to help shape the people strategy for Beyond Basics during a time of rapid organizational 

growth. The HR Director will direct the organization’s hiring strategy, manage employee relations, evaluate and 

recommend total rewards and establish programs to enhance company culture. The HR Director will be instrumental in 

ensuring consistent and effective internal processes and communications in order to strengthen Beyond Basic’s central 

office and position the organization for continued success. 

 
Duties and Responsibilities 

• Develop, monitor and implement the Beyond Basics people management strategy 

• Directly supervise Human Resources team members 

• Responsible for refining the performance management process, including change management measures to 
ensure managers and employees are engaged  

• Develop a recruiting strategy to include new methods and partners supporting the rapid growth of the 
organization 

• Ensure compliance with government regulations by informing organizational leadership about policy changes 
and recommending action 

• Support organizational design and development 

• Accurately maintain HR records including: job descriptions, employee contracts, employment verification, 
background checks, etc. 

• Evaluate and recommend total rewards measures to ensure the compensation and benefits offerings align with 
business strategy 

• Manage employee relations as needed 

• Foster a positive employee experience through developing employee engagement and recognition efforts 

• Develop and communicate Human Resources policies and programs; maintain employee handbook 

• Work with employees and leadership team to develop initiatives to maintain a diverse workforce and an 
inclusive workplace  

• Manage HR department annual budget 

 
Education and Skills Requirement 

• Minimum 5 years of experience in HR leadership 

• Bachelor’s degree required; Master’s degree or SPHR/SHRM-SCP certification preferred 



• Understanding of all HR functions and proven ability to drive a strategic workforce plan 

• Highly organized and ability to wear multiple hats in a fast-moving environment; a driving force who manages 
toward clarity and solutions 

• A successful track record in setting priorities, shaping processes, guiding investment in people and systems, and 
developing an infrastructure that creates a stronger and more efficient organization 

• Thorough understanding of project management; able to work effectively under pressure to meet tight 
deadlines and goals 

• Excellent computer skills and proficient in Microsoft Word, Excel, PowerPoint, Constant Contact and Outlook 

• A consummate team player with a flexible and creative approach 

• Excellent communication and coalition building skills with an ability to balance, negotiate, and work with a 
variety of internal and external stakeholders 

• In-depth knowledge of labor laws and HR practices 

• The ability to remain calm in stressful situations and deal well with conflict 

• Strong ethics and sound judgement 

• Personal qualities of integrity, responsibility, punctuality, credibility and a commitment to Beyond Basics mission 

 

Work Environment 
This position operates on-site in an office environment on a day-to-day basis.  
 
Physical Demands 
While performing the duties of this job, the employee must regularly sit and use hands as well as talk and hear.   
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
This position description is intended to describe the essential functions of and requirements for the successful 
performance of this position. It is not to be interpreted as an exhaustive statement of duties, responsibilities or 
requirements of this position, nor is it intended to limit the authority of any manager to assign and direct the activities of 
employees under his or her direction.   
 

To apply, submit your resume to hr@beyondbasics.org. Please indicate your position of interest in the subject line of 

the email. 

 

mailto:hr@beyondbasics.org

