
                 

Human Resource Coordinator 
 

Under the guidance of the VP of Finance, this position will be responsible for all aspects of staff 

recruiting and development, including payroll and employee benefits, marketing open positions 

and leadership programs, designing orientation materials and training, developing recruitment, 

retention, and leadership development strategies, and overseeing dorm life.  This is a hands-on 

position involved in the Assembly’s day-to-day operations. 

 

QUALIFICATIONS AND SKILLS  

• Bachelor’s degree, preferably in human resources, business management, or related field 

supplemented by 2 years of work experience. 

• Knowledge of J-1 visa regulations, or the ability to obtain working knowledge within 6 

months of hire. 

• General knowledge of payroll process. 

• Excellent computer skills and proficiency with spreadsheet and word processing software 

• Strong written and verbal communication skills 

• Leadership style that is approachable, genuine and solution oriented. 

• Maintain strict confidentiality relating to personnel matters and sensitive information. 

• Motivation to work independently and be self-directed. 

• Must be willing to work a flexible schedule, including weekends, evenings and holidays as 

needed. 

• Ability to attend to details. 

• Must have a valid driver’s license. 

• Nonprofit, university and/or YMCA experience preferred. 

• Experience with Microsoft Great Plains Accounting software preferred but not necessary. 

• Ability to make well-informed decisions and work in high-pressure situations. 

RESPONSIBILITIES 

• Responsible for bi-weekly employee payroll.  Ensure pay rates and employee records are 

kept up to date in both accounting and time manager systems. 

• Negotiate employee benefit package to include health, dental, life, disability, and vision.  

Assign YMCA memberships, and track employee paid time off.   

• Enroll, terminate, and track eligibility for YMCA Retirement system.  File accurate and 

timely reports to Y-Retirement. 

• Closely work with all department directors and operations staff to identify and recruit 

candidates to meet year-round and seasonal staffing needs.  

• Develop and implement a recruiting and hiring strategy to meet staff needs. 

• Plan and coordinate staff orientation programs to ensure new staff possess a strong 

understanding of the culture, history and values of the Y and YMCA Blue Ridge Assembly. 

• Oversee staff housing and supervise dorm director. 

• Plan and coordinate international recruitment by developing training plans.  Monitor J-1 

visa programs to assure they meet or exceed State Department regulations. 



• Promote YMCA Blue Ridge Assembly and develop positive relationships with colleges, visa 

sponsors, U.S. and international YMCAs, and recruitment agencies. 

• Oversee all relevant staff communications, including special events, general notices and 

orientation schedules. 

• Coordinate volunteer programs, including job deployment and housing needs. 

• Additional duties as assigned. 

COMPENSATION AND BENEFITS 

• Salary range from $38,000 to $42,000 annually and commensurate with candidate 

experience. 

• Eligible for YMCA Retirement Fund after two years: YMCA Blue Ridge contributes an 

amount equal to 12% of gross pay to the fund at no cost and without any matching 
requirement. 

• Free meals in our dining facilities whenever conference groups are being served. 

• Free family membership to the Y of WNC, after a 90-day review period. 
• Health insurance, dental, vision, LTD/STD, and life insurance. Offered after a 90-day 

review period. 

• Eligible for Paid Time Off (23 days). 

APPLICATION PROCESS 

Interested candidates should send their resumes, along with three references, to the 

HR/Accounting Specialist, Bruno Vandorsee, at bvandorsee@yblueridge.org.  

 

The application can be also submitted on the link below: 

https://blueridgeassembly.org/join/employment-application 

 

https://blueridgeassembly.org/join/employment-application

