
Human Resources Manager, Stamford, CT 

 

buildOn is seeking a dynamic Human Resources Manager to join our team! Reporting to the Chief Financial Officer, this 

position will play an integral role in executing the vision to hire and retain a best in class staff around the world, as well 

as fulfilling the day-to-day responsibilities of Human Resources for 85+ US-based employees. 

 

This is a great opportunity for a passionate, driven, experienced Human Resources professional to help shape and 

execute the vision for human resources across an entrepreneurial and growing organization! 

 

Responsibilities: 

• Facilitate recruitment process; review job descriptions and post jobs, review resumes, phone screens, 

scheduling, and candidate communications, draft offer letters, research and identify third party recruitment 

agencies and staffing firms as necessary 

• Manage employee benefits; participate in open enrollment review and communications, host information 

workshops for staff, liaison between staff and insurance broker, manage FMLA and parental leave requests 

• Provide counsel and guidance to managers and staff and advise on company policies and procedures; assist with 

preparation of career development plans and performance improvement plans 

• Lead onboarding process; guide managers in job-specific onboarding 

• Lead staff development and training initiative; develop training opportunities for staff in each region, act as a 

resource to managers for employee training and development questions 

• Manage ADP Workforce Now; implement HR systems via Salesforce 

• Review employee performance evaluations & submit salary increases for processing; periodically research 

market data and help determine compensation ranges 

• Ensure compliance with all labor laws, prepare annual EEO report, update staff directory and organization 

charts, maintain personnel files 

 

What You Will Need to Succeed: 

• Exceptional communication and interpersonal skills. You are able to listen, coach and train staff of all levels and 

across all departments. 

• Ability to successfully juggle multiple demands and priorities in a fast-paced, multi-regional environment. You 

understand what’s happening in each of our six regions at any given time. You are organized and pride yourself 

on staying two steps ahead. 

• Willingness to balance both big picture and day-to-day projects. You’re excited to get your hands dirty in the 

administrative requirements of the job but can also step back and think long-term and strategically. 

 

Required Qualifications: 

• Bachelor’s degree required, plus 3-5 years of hands-on HR experience, preferably in a nonprofit setting 

• Knowledge of federal and state employment law 

• Demonstrated proficiency with Word, Excel and PowerPoint; ADP Workforce Now or other HRIS experience 

• Experience in an international, multi-cultural, multi-regional setting preferred 

• 10% travel required to buildOn regions in the US 

• PHR/SPHR/GPHR certification a plus 

 

To Apply: Submit cover letter, resume, and salary history to jobs@buildon.org.  

 

About buildOn: buildOn’s mission is to break the cycle of poverty, illiteracy and low expectations through service and education. In 

the U.S., buildOn empowers urban youth to transform their neighborhoods through afterschool programs and intensive community 

service. Our students have contributed more than 1.2 million hours of service to their communities. 95% of buildOn students 

graduate from high school and attend college. Internationally, buildOn works alongside local communities to build schools in some 

of the economically poorest countries, including Burkina Faso, Haiti, Nicaragua, Nepal, Senegal, Malawi, and Mali. We have built 

more than 620 schools around the world. buildOn students travel to villages to participate in school construction and be immersed 

in a different culture. They return from the experience empowered to change their own communities and the entire world.  

buildOn is an Equal Opportunity Employer. For additional information, please visit our website at www.buildOn.org. 


