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YMCA OF METROPOLITAN COLUMBUS, GA 
HUMAN RESOURCES MANAGER - JOB DESCRIPTION
	Job Title:
	Human Resources Manager
	Employee Name:
	

	Job Description Revision Date:
	January 2026
	Branch:
	Association 

	FLSA Status:
	Full-Time, Exempt
	Reports To:
	CEO

	
	
	
	


POSITION SUMMARY:
This position supports the work of the Y, a leading nonprofit, charitable organization committed to strengthening community through youth development, healthy living and social responsibility. The Human Resources Manager at the YMCA of Metropolitan Columbus, GA stewards the Y’s cause, promoting and protecting the brand and reputation as a global, inclusive organization within the community. The Human Resource Manager is responsible for the day-to-day administration and operation function including HRIS, HR metrics and reports, staff sourcing, recruitment and onboarding, employee safety training and certification, employee benefits administration, compliance and governance, internal audits, employee engagement, and record and file maintenance. 

OUR CULTURE:
Our mission and core values are brought to life by our culture. In the Y, we strive to live our cause of strengthening communities with purpose and intentionality every day.  We are welcoming: we are open to all. We are a place where you can belong and become. We are genuine: we value you and embrace your individuality. We are hopeful: we believe in you and your potential to become a catalyst in the world. We are nurturing: we support you in your journey to develop your full potential. We are determined: above all else, we are on a relentless quest to make our community stronger beginning with you.

ESSENTIAL FUNCTIONS:
1. Manage the HR systems and administration of employee records to ensure accuracy and improve the overall operation and effectiveness of the organization. 
2. Manages onboarding process for all new hires.
3. Coordinates recruitment process for all positions including sourcing, advertising, and managing annual recruitment budget. Identifies and cultivates appropriate and effective sources for candidates for all positions.
4. Manages HR systems and employee records to ensure accuracy and improve the overall operation and effectiveness of the organization. 
5. Responsible for timely and accurate submission of data requested by the EEOC, YMCA of the USA, Department of Labor, etc.
6. Responsible for bi-weekly Yerdi submissions and monthly billing for all insurances.
7. Liaison for United Way Campaign.
8. Liaison with the Board of Directors of the YMCA.  Meeting attendance and minute taking may be required.
9. Works with Sports Directors to coordinate, background check and document Coaching Volunteers.
10. Manages benefit plan communication, enrollment and administration including annual open enrollment.
11. Manages staff safety training and program certification.
12. Provides staff recognition and employee engagement opportunities.
13. Hires, trains, supervises and evaluates HR/Payroll Assistant, and Safety Trainers.
14. Provides direction to assigned staff in the performance of their duties, establishing work priorities in achieving strategic and operating plan goals; prepares and manages associated budgets.
15. Creates reports and provides information as requested.
16. Participates in and/or leads Leadership meetings and functions.
17. Other duties as required.






LEADERSHIP COMPETENCIES:
Mission Advancement: Models and teaches the Ys values. Ensures a high level of service with a commitment to changing lives. Provides volunteers with orientation, training, development, and recognition. Cultivates relationships to support fund-raising.
Collaboration: Champions inclusion activities, strategies, and initiatives. Builds relationships to create small communities. Empathetically listens and communicates for understanding when negotiating and dealing with conflict. Effectively tailors communications to the appropriate audience. Provides staff with feedback, coaching, guidance, and support.
Operational Effectiveness: Provides others with frameworks for making decisions. Conducts prototypes to support the launching of programs and activities. Develops plans and manages best practices through engagement of team. Effectively creates and manages budgets. Holds staff accountable for high-quality results using a formal process to measure progress.
Personal Growth: Shares new insights. Facilitates change; models adaptability and an awareness of the impact of change. Utilizes non-threatening methods to address sensitive issues and inappropriate behavior or performance. Has the functional and technical knowledge and skills required to perform well; uses best practices and demonstrates up-to-date knowledge and skills in technology.

QUALIFICATIONS:
· Bachelor's degree in business, human resources and/or equivalent. 
· Three or more years of professional experience in human resources administration and/or equivalent combination of education and experience.
· Knowledge and experience in HRIS, recruiting and benefits administration.
· Ability to relate effectively to diverse groups of people from all social and economic segments of the community.
· Current knowledge and understanding of regulations, current practices, and applicable laws regarding human resources.
· Proficiency in business and human resources related computer applications including Microsoft Office, Excel, PowerPoint, payroll, HRIS.
· Strong organizational skills and professional demeanor. 
· Excellent written and oral communication skills.  Strong, positive, and effective communication, customer service, and problem-solving skills. Always engaging in Active Listening First.
· CPR, AED, and First Aid certifications required within 30 days of hire. 
· YMCA Team Leader certification preferred; PHR/SHRM certification preferred.

WORK ENVIRONMENT & PHYSICAL DEMANDS:
· Be able to routinely perform the following physical activities; climb stairs, bend, stoop, kneel, twist, reach with hands, sit, stand and/or sit for extended periods of time, walk, lift and/or move up to 30 pounds, have finger dexterity, grasp, perform repetitive motions, talk, hear and have visual acuity to perform detailed tasks.
· Possess a high-level ability to ensure and maintain confidentiality when working with sensitive information.
· Have ability to communicate effectively, both orally and in writing.
· Possess problem solving, organizational and task management skills; ability to make independent and sound decisions in a rapidly changing environment.
· Be detail oriented and exhibit a high degree of accuracy and alertness.
· Exhibit initiative in the absence of supervision.
· Be able to relate to and work with diverse groups of people in a friendly and consistent manner.
· Work collaboratively as a team member as well as independently and lead by assigned goals, duties and deadlines.
· Possess the ability to exercise high levels of discretion and confidentiality.
· Always maintain a neat and professional appearance.





EMPLOYEE SIGNATURE:
I have reviewed and understand this job description for The YMCA of Metropolitan Columbus, GA. I agree to comply with all the components of the job description or disciplinary actions may be taken, up to termination. I understand that it is my responsibility to seek further information for any questions or concerns I may have, until I have a clear understanding of my responsibilities and expectations.

___________________________________________	 _______________________________________
Employee’s name						 Employee’s signature

Today’s date: _______________________________



EXECUTIVE SIGNATURE(S):


__________________________________________	 _______________________________________
President and CEO Name				  	 President and CEO signature

Today’s date: _______________________________
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