
 
Boys & Girls Clubs of Metro South 

Job Description 
 
TITLE:   Senior Director of Human Resources 
JOB FAMILY:  Administration 
FLSA STATUS:    Exempt 
REVISED:  February 2024 
 
POSITION SUMMARY: 
Reporting to the VP & Chief Financial Officer, the Senior Director of Human Resources is a high-
impact position that will provide guidance and leadership, play a key role in driving the next phase 
of growth at BGCMS, and develop an environment where our team can thrive. This includes 
fostering an organizational culture which promotes an optimal Club experience for our youth. 
This can only be achieved through investments in training, development, and opportunity for our 
staff to promote their abilities to leverage the greatest possible impact for the boys and girls we 
serve.  
 
The Senior Director of Human Resources will be a confident leader with demonstrated experience 
collecting and synthesizing input from stakeholders, identifying opportunities for improvement, 
proposing creative and pragmatic solutions, and thoughtfully designing process rollouts through 
a change management lens.  
 
ESSENTIAL FUNCTIONS: 
  
HUMAN RESOURCES 
Attract & Recruit Diverse Candidates  

● Build on BGCMS’s current recruitment and hiring processes to attract quality diverse 
employees at every level. 

● Develop talent pipelines with higher education and community partners. 
● Define, create, and execute the communications strategy and branding for recruitment 

and talent acquisition, providing an exciting and accurate preview to candidates who are 
considering working at BGCMS. 

● Assesses the competitiveness of human resources programs and practices against the 
relevant markets and makes recommendations for improvements and changes. 

● Build and monitor a DEI strategy for the organization to foster the kind of inclusive 
workplace that attracts and retains the very best talent. 
 

Administer Benefits & Ensure Compliance  
● Manage all benefits at BGCMS, overseeing payroll and benefits selection process and 

administration with external providers.  Responsible for payroll assistance when 
needed. 

● Oversees benefit plan communication, enrollment and administration not limited to 
health and employment benefits, 401K administration, and other personnel programs. 



 
 

● Stay abreast of benefit and policy trends and best-practices. 
● Manage BGCMS compliance with all labor and employment laws keeping current on 

changes in local, state, and federal law. 
● Maintain required information such as labor posters and employee data. 
● Oversee HR systems and employee records to ensure accuracy and improve the overall 

operation and effectiveness of the organization.  
● Ensures timely and accurate submission of data requested by the EEOC, BGCA, 

Department of Labor, etc. 
 
Onboard & Train Employees  

● Implement and continually improve BGCMS’s onboarding and new hire training process, 
making sure that employees feel welcomed, informed about their benefits, and 
prepared to excel in their roles. 

 
Develop Talent & Drive Performance  

● Continue to build and evolve BGCMS’s talent development processes including 
organizational core competencies, goal-setting, performance metrics, feedback, 
coaching, annual reviews, and fair compensation. 

● Manage BGCMS’s professional development programming, identifying and 
implementing training and development opportunities for individuals and teams.  

 
Lead Culture-Building  

● Help define and create strategies for BGCMS’s organizational culture goals, working to 
make our Clubs an employer of choice. 

● Help ensure that BGCMS is an equitable and inclusive workplace where all employees 
feel valued and can thrive through training, coaching, and overall strategy and practice. 

 
Risk Management 

● Ensure all employee data is accurate, promptly updated, and in adherence with local, 
Federal and BGCA compliance requirements (Worker’s Comp, OSHA, DUA, etc.) 

● Track and maintain all employee certificates and licenses in HRIS  
 
LEADERSHIP 

● Work with the rest of the senior leadership staff team to shape organizational culture. 
● Develop and steward succession plans that promote organizational growth from within 

our Clubs. 
● Functions as project manager for special initiatives as designated by the VP & Chief 

Financial Officer. 
 
QUALIFICATIONS: 

● Bachelors’ degree in business, human resources, or relevant field required. 
● Advanced degree in human resources, public or business administration preferred.  



 
 

● Three or more years of professional experience in key aspects of human resources 
management and staff development and/or equivalent combination of education and 
experience. 

● Knowledge and professional experience in planning and policy, talent management, 
selection, compensation, benefits, training and staff development, employee relations, 
and performance management. 

● Ability to relate effectively to diverse groups of talent from all social and economic 
segments of the community. 

● Current knowledge and understanding of regulations, industry trends, current practices, 
new developments, and applicable laws regarding human resources. 

● Proficiency in business and human resources related computer applications, which may 
include talent management systems, time and attendance systems, etc. 

● Working knowledge of Massachusetts and federal labor law and legal requirements for 
501(c)(3) organizations preferred. 

● Demonstrated ability to organize, direct and coordinate operations in personnel 
supervision; the recruitment and retention of key personnel; and employee recognition. 

● Ability to think strategically for the organization on an operational basis. 
● Technical software skills and experience such as: ADP and Microsoft Excel.  
● Excellent communication skills, both verbal and written. 
● Exemplary organization and analytical skills. 
● Demonstrated leadership experience. 

 
BOYS & GIRLS CLUB COMPETENCIES: 

Engaging Community: Builds bridges beyond our walls to ensure our Clubs’ work is 
community-focused, welcoming of all, and providing wide-reaching community benefits. 
Inclusion: Values all people (members, families, staff, volunteers, donors, partners, etc.) for 
their unique talents, and takes an active role in promoting practices that support diversity, 
equity, inclusion, and global work, as well as cultural competence. 
Communication & Influence: Listens to understand and expresses self effectively (in written 
and verbal communications) in ways which engage, inspire, inform, and build commitment 
to our mission. 
Program/Project Management: Ensures program/project budgetary and impact goals are 
achieved. 
Innovation: Creates and implements new and relevant approaches and activities that 
improve and expand the Clubs’ work and impact in the community and on members. 
Developing Self & Others: Develops self (skills and actions) and supports others (e.g., staff, 
volunteers, members), both formally and informally, to achieve their highest potential. 
Teamwork & Cooperation: Demonstrates ability to work productively and cooperatively 
with others at all levels to achieve individual and collective goals for impact. Understands 
and manages external emotions effectively in all situations. 

 
 
 
 



 
 

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT: 
The physical demands of this position are limited and, as such, reasonable accommodations 
may be made to enable individuals with physical disabilities to perform essential functions of 
this position. 
 
WAIVER: 
I have reviewed the above job description and understand my responsibilities as described: 
 
Print Name:__________________________________________________ Date:_____________ 
 
Signature:___________________________________________________ Date:_____________ 
 
Boys & Girls Clubs of Metro South reserves the right to change and/or modify the job 
requirements, responsibilities, and qualifications for this position to meet changing business 
needs. Further, nothing in this description is intended to represent all functions, duties, and 
responsibilities of the associate holding this job title, or to alter the at-will nature of their 
employment.  
 
Understood and Agreed To: 
 
Signature:_____________________________________________________Date:____________ 


