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Human	Resources	Manager	‐Position	Announcement	

Division:	Administration	 Supervisor:	CEO	 Status:		Full-time, Exempt	

ORGANIZATIONAL	BACKGROUND	
Cabrillo	Economic	Development	Corporation	(CEDC)	is	a	community	development	corporation	serving	
Ventura	and	Santa	Barbara	Counties.		Our	mission	is	to	provide	comprehensive	housing	services	and	
community	economic	development	activities,	through	a	community	building	approach,	that	facilitate	
self‐sufficiency	for	individuals	and	families	who	are	most	lacking	in	opportunity	in	Ventura	and	Santa	
Barbara	Counties	and	adjacent	areas	in	Los	Angeles	County.		

THE	POSITION	
Under	direction	from	the	CEO,	the	Human	Resources	Manager	administers	all	Human	Resource	policies	
and	programs	and	acts	as	strategic	partner	to	senior	management	on	HR	related	issues.	This	hands‐on	
role	directs	all	HR	functions	to	provide	effective	support	to	departments	and	professional	service	to	
staff.	The	Manager	of	HR	will	serve	as	a	change	agent	within	the	organization	and	champion	a	Strategic	
Plan	that	will	provide	organizational‐wide	impact	on:		culture,	performance	management,	
communications,	compensation,	benefits,	workers’	compensation,	talent	acquisition,	policy	design	and	
overall	enforcement	of	Company	values,	policies	and	procedures.		

The	Human	Resources	Manager	is	a	key	member	of	the	Senior	Management	Team.	This	position	
supervises	the	Human	Resources	Representative	and	collaborates	very	closely	with	the	Payroll	
Administrator,	as	well	as	the	Board	of	Directors.			

MAJOR	DUTIES	&	RESPONSIBILITIES:	
 Develops	effective	Human	Resources	Information	System	to	support	CEDC	goals	and	objectives.
 Leads	the	development,	implementation	and	monitoring	of	a	comprehensive	organizational

development	plan	including	internal	communication,	succession	planning,	workforce	development,
employee	retention,	organizational	structure,	and	performance	management.

 Ensures	compliance	with	employment	practices;	compiles	and	collects	data	for	state	and	federal
agencies	as	needed.		Acts	as	an	advisor	to	the	board	and	senior	management	team.

 Directs	talent	acquisition,	recruitment,	training	and	development.
 Provides	leadership	in	establishing	pay	practices	and	administering	cost‐effective	employee	benefits.
 Manage	human	resources,	administration	and	technology	staff;	directs	staff	in	a	manner	that

provides	continual	personal	development,	growth	and	stresses	internal	customer	service	values
with	employees	and	other	department	managers.

 Annually	reviews	and	makes	recommendation	to	Executive	Management	for	improvement	of
CEDC’s	policies,	procedures,	and	practices	on	personnel	matters.

 Consults	with	legal	counsel	as	appropriate,	and/or	as	directed	by	CEO.
 Provides	advice	on	employee	conduct,	performance	issues	and	disciplinary	matters.

EDUCATIONAL	REQUIREMENT:
A	Bachelor’s	degree	in	Human	Resource	Management	or	related	field	required.
Advanced	degree	or	professional	certification	(PHR/SPHR)	is	preferred.
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REQUIRED	SKILLS,	KNOWLEDGE	AND	ABILITIES:			
 Bilingual	–	English/Spanish	(Preferred)
 Minimum	of	seven	years	successful	and	progressive	experience	in	human	resource	management,	with

at	least	three	years	at	the	senior	management	level.	Experience	must	include	hands‐on	responsibility
for	the	full	scope	of	human	resources	systems,	including	HR	Best	Practice	and	overall	policy	and
process;

 Strong	business	acumen,	facilitation,	conflict	resolution,	communication	skills	and	have	the	ability	to
interact	with	all	levels	within	the	organization;

 Must	demonstrate	high	integrity,	solid	work	ethics	and	commitment	to	CEDC's	Mission	and	Values.
 Experience	in	training,	teaching,	and/or	public	speaking;	excellent	communication	skills,	platform	and

program	facilitation	skills	and	have	the	ability	to	manage	projects,	changing	priorities,	and	stringent
deadlines.

 Proven	influencer;	demonstrated	ability	to	coach	and	counsel	employees	and	executive‐level
management;

 Must	demonstrate	high	integrity	and	commitment	to	nonprofit’s	Mission	and	Values.	Should	be
energetic	and	motivated	and	have	the	ability	to	interact	with	all	levels	of	personnel.

 Hands	on	experience	in	all	HR	functions.
 Broad	knowledge	and	experience	in	organizational	planning	and	development,	employee	relations,

employment	law,	employee	benefits,	compensation,	administration	and	operations.
 Excellent	interpersonal,	written	and	verbal	communication	skills,	including	the	ability	to	articulate

and	explain	complex	legal,	personnel	and	administrative	issues	with	clarity,	tact	and	diplomacy.
 Mastery	skill/knowledge	of	MS	Office	applications	i.e.	Outlook,	Word,	Excel,	PowerPoint.		Advanced

knowledge	of	HRIS	Systems.	SAP	experience	a	plus.
 Excellent	computer	skills	and	essential	knowledge	of	common	PC	applications.
 Strong	analytical	and	problem‐solving	skills,	including	proven	effectiveness	in	dispute	resolution.
 Detail‐oriented	and	highly	organized	with	the	ability	to	multi‐task.
 Can	seamlessly	pivot	between	self‐sufficient	leadership,	in	a	team	setting	and	dynamic	collaboration	in

a	fast	paced	environment,	ideally	a	non‐profit	setting.

REQUIRED	EDUCATION	&	EXPERIENCE:
Any	combination	equivalent	to	sufficient	experience,	training,	and/or	education	to	demonstrate	the
knowledge	and	abilities	listed	above.

LICENSES	&	OTHER	REQUIREMENTS:
A	valid	California	driver’s	License	and	proof	of	automobile	liability	insurance.

SALARY	&	BENEFITS
CEDC	offers	a	competitive	compensation.	Our	comprehensive	benefits package	includes	health	
insurance	coverage	for	medical,	dental,	vision	and	long‐term	disability.	Other benefits	include	paid	
time	off,	specific	paid	holidays	and	an	opportunity	for	enrollment	in	a	403(b) retirement	plan.

Apply	early	as	this	job	may	be	filled	at	any	time.	

All	qualified	persons	should	EMAIL	OR	FAX	their	Résumé	to:	
Andrea	Del	Cid,	Executive	Assistant	
HR@cabrilloedc.org	or	Fax:	(805)	620‐9294	

CEDC	IS	AN	EQUAL	OPPORTUNITY	EMPLOYER	




