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Title: Human Resources Coordinator 
Reports to: Director of Human Resources 
Hours:  Full Time/Non-Exempt 
Location: Stamford, CT 
 
To Apply:  Please send cover letter, resume and salary history to: jobs@buildon.org  
 
Overview of the Role 
 
buildOn is looking for an experienced professional to join the Human Resources Team as a Human 
Resources Coordinator.  Reporting to the Director of Human Resources, this person will be 
responsible for providing a full spectrum of administrative Human Resources services and support to 
the organization.   
 
The ideal candidate is a proactive learner that can manage multiple priorities, has superior 
organizational skills, maintains an enthusiastic and professional attitude, and excels in a fast-paced 
high performance environment. He or she must also be a self-starter taking on challenges 
independently and professionally.   
 
The HR Coordinator will contribute to the accomplishment of Human Resources practices and 
objectives towards a superior workforce; including organization effectiveness, recruitment & staffing, 
assist with new hire orientations, benefits administration, buildOn’s Internship/Volunteer program and 
onboarding boot-camp. The HR Coordinator will be responsible for data entry, recruitment scheduling, 
job posting, conducting phone screens, providing recommendations, drafting offer letters, and 
supporting buildOn’s Direction, Alignment and Commitment goals.  The HR Coordinator generates and 
maintains employee records, staff directory, organization charts and enrolls new hires in all employees 
benefit programs.  The HR Coordinator also responds to all verbal and written general inquiries from 
employees, new hires and external inquires.  The HR Coordinator will be responsible for handling 
sensitive and confidential human resource information, which requires a strong degree of judgment.  
 
If you describe yourself as a team player, enthusiastic, possess a high level of integrity and the 
willingness to make a significant contribution, we invite you to apply for this opportunity! 
 
Key Responsibilities: 

 Provide day-to-day Human Resources support to employee’s questions and requests. 

 Data entry of all personnel information including: new hires, transfers, change in job 
classifications, merit increases, terminations, address and/or personal changes, direct deposit 
information and new employee numbers in HRIS. 

 Maintain and ensure employee master files are in compliance by verifying work authorizations, 
social security numbers, I-9 verifications, tax information, banking and other information has 
been entered accurately and are kept up-to-date. 

 Completes government related HR reports [EEO-1 Annual Surveys) 

 Coordinate employee recruitment efforts, including but not limited to screening candidates, 
conducting background and reference checks, and extending offers. 

 Prepares new hire “care packages” and supports employee orientations, onboarding boot-
camps. 

 Support with process improvement and operational activities and all new initiatives centered 
around ONE buildOn. 

 Provide administrative support to the CFO and our People Operations Team. 
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Required Qualifications: 

 Earnest and sincere commitment to buildOn’s Mission and Core Values. 

 BA/BS in Human Resources or Business-related degree with a minimum of two or more years 
related experience. 

 Must have excellent organizational, time-management, and non-profit experience (is preferred) 
and ability to multi-task in a fast-paced international, multi-cultural, multi-regional environment. 

 Must be able to work independently as well as work effectively and collaboratively with teams. 

 Ability to act independently with minimal supervision and troubleshoot problems as they arise. 

 Must have strong written/verbal communication skills, attention to detail, and ability to deal with 
confidential and sensitive situations. 

 Intermediate to advanced computer skills with Microsoft Office Suite (Excel, Word, PowerPoint), 
HRIS/ATS systems and Google applications. 

 
Overview of the Organization 
 
buildOn, is an established and highly-regarded non-profit organization that works to address the 
education crisis here in the United States and developing countries around the world.  Considered "not 
a charity, but a movement," buildOn's mission is to break the cycle of poverty, illiteracy, and low 
expectations through service and education. In the U.S., the organization empowers urban youth to 
transform their neighborhoods through service learning programs and intensive community service. 
Internationally, it has worked alongside local communities to construct more than 800 schools in some 
of the most economically poor countries, including Burkina Faso, Haiti, Nicaragua, Nepal, Senegal, 
Malawi, and Mali. 
 
buildOn is an Equal Opportunity Employer.  For additional information, please visit our website at www.buildon.org. 
   

 


