Human Resources Director
A full-time position based out of the Asheville office
Purpose
The Human Resources Director is responsible for oversight and administration of the human
resources department including all aspects of employee development and relations for Mountain
BizWorks. The HR Director combines operational, strategic, and equitable approaches to managing
full cycle recruitment and talent development, performance, benefits and compensation
administration, safety and workers’ compensation, intern programs, workplace wellbeing, and
employment law compliance. All HR activities should be led in a way that centers the organization’s
values.
Location
This position is based out of the Asheville office, however during the COVID-19 pandemic, the
position should be prepared to also work remotely if required by public health guidelines or company
policies.
Key Responsibilities
Overall HR Management
 Develop, implement, and evaluate all organizational human resource policies, programs, and
procedures to support MBW’s strategic and human resource goals
 Ensure MBW’s HR functions are aligned with our core values and prioritize equity, workplace
wellbeing, and work with excellence
 Effectively communicate HR policies, procedures, programs and laws both directly with staff and
through partnering with management
 Provide guidance and counsel to management regarding general human resources issues,
including recruitment, hiring, compensation, benefits, equity, workplace wellbeing, discipline,
performance management, and termination, among others
 Gain broad team and management input into MBW HR programs and policies
 Support the Executive Director and department directors with the development of annual
department goals, objectives, and systems; similarly assist with strategic planning and team
retreats including agenda development, logistics, scribing, or other roles
 Assist with organizational and space planning including considerations around remote/hybridwork
 Oversee the record management function including maintenance, retention, transfer, and
disposition of personnel records, software and files
 Maintain employee and workplace privacy
 Ensure compliance with laws and regulations
 Serve as an active and collaborative member of the management team and participate in
management, staff, and board meetings as needed
 Serve on the CORE internal equity team to proactively address and advise on barriers to
creating and maintaining an equity-centered workplace
Payroll & Benefits
 Plan, direct and supervise all activities relating to the administration and maintenance of payroll
and employee benefits programs
 Administer benefits programs, including conducting analyses and serving as primary contact with
providers (including group health and life), workers' compensation, unemployment and
retirement plans
 Develop, implement and control programs in a manner that ensures cost effectiveness, market
competitiveness and internal equity among employees



Assist in communicating benefits information to employees and developing any information
systems as applicable to aid employees in having on-demand access to pertinent benefits or
other HR services
 Manage the monthly timesheet system and tracking and reporting on employee PTO usage
 Lead administration of special benefits programs including Self-Care Fund, Sabbatical Program,
and others
Full Cycle Talent Management
 Assist in identifying staffing needs and creating job descriptions
 Manage the standard recruitment and hiring process and ensure it runs smoothly
 Serve on the interview team for all positions and chair any employee selection committees
 Create and implement a smooth and effective onboarding and orientation process for employees
 Lead staff wellness and performance management including employee performance goals, and
performance reviews
 Develop and manage customized employee development programs and assist managers in
coaching employees on professional development opportunities
 Assist managers with group and/or individualized ongoing training, coaching, and other support
so that they can provide effective and empathic leadership for their teams
 Focus on creating a healthy work environment that supports excellence and focused effort whilst
not giving into tendencies of overwork common at mission-driven organizations
 Establish an in-house training system that addresses MBW training goals including providing
baseline CDFI loan readiness understanding to all staff, management development, minimizing
silos between departments, essential function cross-training, team lunch & learns, strengths
assessments; review needs at least twice annually with the management team
 Assist managers with the selection and contracting of external training programs and consultants
 Assist with the development of and monitor the spending of MBW’s employee training &
development budget
 Monitor implementation and advise managers in all employee performance improvement,
disciplinary, and termination processes
 Participate in exit interviews with outgoing employees
Employee Relations
 Respond to employees’ queries and resolve issues in a timely and professional manner
 Take a lead review and response role when employee complaints or concerns are brought forth
Additional Responsibilities
 Support the with onboarding of key contractors including business coaches and facilitators
consistent with MBW’s values and strategic goals
 Help MBW build in time to celebrate when projects / milestones are achieved, as well as time for
reflection on lessons learned
 Assist in planning and coordinating team development outings
 Develop, prepare, generate and analyze ongoing and ad-hoc special reports pertaining to
employee personnel information and data, including issues such as benefits costs, staffing
levels/deployment, turnover, recruitment, applicant tracking, promotions, etc.
 Maintain knowledge of industry and human resources trends and developments
 Provide monthly reports to the ED covering HR program accomplishments, challenges,
opportunities, and other relevant information
 Take the lead on occasional HR special projects and additional duties as assigned
Qualifications and Experience
 Minimum of a bachelor’s degree; preferably in human resources or a closely related field
 Advanced HR certification preferred: either SPHR (from HRCI) or SHRM-SCP (from SHRM)



















At least 5 years of overall human resources experience, preferably with an organization with at
least 20 employees
Knowledge of labor laws and regulations
Demonstrated proficiency in HR strategic policy development, documentation, and
implementation
Keen analytic, organization and problem-solving
High degree of professionalism, maturity and confidentiality, and ethical conduct
Excellent leadership, communication and people skills
Experience in educating and coaching staff
Experience with advancing workplace diversity, equity, and inclusion
Experience in conflict resolution, disciplinary processes and workplace investigations
Proficient in payroll and benefits administration
Technology savvy
Experience in effectively communicating key data, including presentations to senior
management, board or other outside partners
Strong budget and management skills, including proven experience in managing multiple
projects with strong prioritization skills
Very organized and detail‐oriented
Ability to thrive in an entrepreneurial, team‐oriented, mission‐driven environment
Flexibility to work remotely during the pandemic when required
Demonstrated interest in the mission and values of Mountain BizWorks

Reporting Relationship: Reports to Executive Director
Supervises: None
Pay: Full-time, Salary
FLSA Classification: Exempt
Compensation & Benefits:
Mountain BizWorks provides a competitive salary. Full-time positions are eligible for a benefits
package, including: medical insurance; retirement plan; paid vacation and holidays. Significant
opportunities for growth.
Mountain BizWorks values and respects all types of diversity and strongly encourages applicants
from traditionally marginalized groups to apply. We prohibit discrimination and harassment and
provide equal employment opportunity without regard to, and not limited to, ethnicity, religion, race,
national origin, abilities, gender identity, sexual orientation, age or genetic information.
To Apply:
Qualified/interested candidates should email their resume and cover letter to
careers@mountainbizworks.org with the subject line “Human Resources Director position”. Initial
applications are requested by May 21. The position will remain open until filled thereafter.

