
 
 
 
 
 
 
 
 
 
 
 

JOB POSTING:  
 
 
MDS Community Action Agency Human Resources Director 
 
 
Under the supervision of the Executive Director, the Human Resources Director has the 
responsibility for the development and day-to-day operations of human resources throughout the 
MDS Community Action Agency. 

 
Bachelor Degree in human resources, or public/business administration or related field required. 
Master’s in Business Administration, Public Administration, or related degree preferred. Specialized 
training in human resources preferred. Experience working in a human resource department and 
benefits management preferred.  Excellent verbal and written communication skills, organizational 
skills, supervisory skills and efficient in computer skills including Microsoft Word, Excel, and 
Outlook required.  Ability to learn new database programs required.  Starting wage range of 
$27.78 to $30.95 dependent on education and experience.  
 
To Apply: Submit a job application, cover letter, and resume by Friday, May 7, 2021. Job 
application forms can be found on the MDSCAA website at www.mdscaa.org under job 
opportunities.  Due to COVID-19 we are not currently open to the public. Application materials 
should be mailed or emailed to:  
 
Menominee Delta Schoolcraft Community Action Agency 
Attn:  Julie Moberg, Executive Director 
507 1st Avenue N 
Escanaba, MI  49829 
jmoberg@mdscaa.org 

 
 

 
 
 
 
 
 
 
 

 

Mission statement: Empower and assist people to improve and sustain their quality of life through 
nurturing, education, housing, nutrition, volunteerism, in-home/support services and advocacy.  
 

http://www.mdscaa.org/


 Job Description 
 
Program:  Human Resources     Reports To: Executive Director  
Job Title:  Human Resources Director    Supervises: HS HR Coordinator 
Job Location: Administrative Building         HR Assistant                       
Job Classification: Regular, Full-Time, Salaried   
      
                                                                                 QUALIFICATIONS 
 
Experience:  Two years human resource management and/or administration preferred. 
 
Education:  Bachelor’s degree in human resources, public administration, business 

administration, or equivalent combination and experience required. Master’s 
degree in human resources, public administration, or business administration 
preferred. 

 
Other Factors: A standard work day requires the ability to: 1] primarily perform medium work—

lifting 50 pounds maximum with frequent lifting and/or carrying of objects weighing 
up to 25 pounds (note: occasionally this position requires heavy work—frequent 
lifting and/or carrying of objects weighing up to 50 pounds); 2] stand/walk for 1-4 
hours; 3] sit 5-10 hours; 4] drive 1-3 hours; 5] use hands for repetitive simple 
grasping, fine manipulation, pushing and pulling; 6] use feet for repetitive 
movement as in operation of foot controls (driving); 7] frequently bend, squat, twist 
body; and 8] occasionally climb. 

 Must have strong analytical and problem-solving skills. 

 Must possess strong computer skills, be proficient in Microsoft Office Programs 
and the ability to learn the Abila database payroll program. 

 Excellent verbal, written, and presentation skills. 

 Strong interpersonal skills. 

 Familiarity with COBRA, FMLA, FLSA, and related state and federal employment 
regulations. 

 Familiarity with health, dental, 403b, and other benefit plan regulations. 

Ability to travel for work-related duties. 

The ability to work independently and organize project activities. 

Must submit to background check. 
 
The qualifications listed above are guidelines for selection purposes; alternative qualifications may be 
considered if sufficient to perform the duties. 
 
 
 
                     

MISSION STATEMENT  

Empower and assist people to improve and sustain their quality of life through nurturing, education, housing, 
nutrition, volunteerism, in home/support services and advocacy. 

                    
 



 
ESSENTIAL FUNCTIONS 

 
1. Administers health, dental, 403(b), and other benefit plans including enrollments and 

terminations. Processes required documents through payroll and insurance providers to ensure 
accurate record keeping and proper deductions. 

2. Assures compliance with all laws and regulations governing employment.  
3. Ensures that pay raises and other benefits are instituted at the proper time using an accurate 

monitoring and review system.  
4. Monitors Affordable Care Act compliance and works with current health insurance carriers on 

compliance. Maintains a current census of all employees and calculates average hours worked 
on ALE Status using appropriate measurement periods. Creates and distributes year-end 1094-
5.  

5. Provides leadership to the HR Department. Responsible for planning, implementing, and 
evaluating HR goals and objectives. Supervises HR staff. 

6. Provides employees with insurance plans information so they can make an informed decision. 
7. Obtains and updates required employment forms for files and new employee packets.  
8. Responsible for processing FMLA, workers compensation, and unemployment paperwork. 
9. Ensures employee benefit and wage information are entered into the agency payroll/HR system. 
10. Creates personnel reports as requested by the Executive Director and program directors.  
11. Ensures the probationary period of employees is tracked and that the appropriate supervisor is 

notified when the probation period is to end. 
12. Ensures all new hires are reported to the State of Michigan in a timely manner. 
13. Responsible for I-9 compliance and Equal Opportunity Employment reporting.  
14. Perform all record-keeping and reporting requirements in an accurate and timely manner. 

Establish and maintain an effective and efficient record-keeping, reporting and monitoring 
system that ensures compliance with all regulatory requirements.  

15. Develop and maintain competency in the use of a variety of technology systems such as, Abila 
Payroll Software, Office products, and general computer file moving, saving, and sharing, as 
directed by supervisor.  

16. Maintain staff confidentiality by limiting conversations about them and access to their records 
to those directly involved, ensuring that confidentiality policies are followed across the 
department.  

17. Maintain effective communication with the Executive Director, administrative team members, 
and staff. 

18. Demonstrate respect for others by sharing information objectively and non-judgmentally and 
adjust verbal and written communication strategies for different audiences.  

19. Participate in training opportunities as approved and/or assigned to maintain professional and 
technical knowledge. Review professional publications and participate in professional human 
resource societies. 

20. Abide by all MDS-CAA personnel policies. 
21. Assists the Executive Director with other duties as needed. 

 
 
 
 
 
The above statements are intended to describe the general nature and level of work being performed 
by a person in this position. They are not to be construed as an exhaustive list of all duties that may be 
performed by such a person. Nothing in this job description restricts Management’s rights to assign or 
reassign duties and responsibilities to this job at any time. 
 


