
 

 

 

 

 

Office Manager & Human Resources Coordinator 

Background 

YouthBuild Philadelphia Charter School is a nationally-recognized leader in alternative 
education.  YouthBuild employees are creative, flexible and passionate about seeing all 
students succeed.  As part of an unapologetically comprehensive organization, we balance 
academic responsibilities with facilitating students’ holistic self-development.  Using a 
strengths-based approach, we focus on building competence and confidence.   
 
YouthBuild Philadelphia Charter School is a 12th-Grade-only, diploma-granting program of 
academics and job-training for young adults between the ages of 18 and 21 who have dropped 
out of high school.  Most recently chartered in 2016, the School enrolls approximately 220 
students each year.   Students alternate between six-week sessions of academic instruction and 
vocational training.  The vocational training consists of one of an array of programs, including 
building trades, business/customer service, early childhood education and healthcare.   
 
YBPCS is an award winning, flagship program of the national YouthBuild movement, and has 
been named a Top Workplace by the Philadelphia Inquirer for six consecutive years. The 
program’s core values are excellence, perseverance and respect. 
 
Working at YouthBuild is joyful and inspiring.  You will participate in a warm, loving culture that 
uses a variety of structures to build community, including a restorative-justice approach to 
discipline, weekly community meetings, and school-wide service projects.   
 

Mission 

Our mission is to provide out of school youth in Philadelphia with the broadest range of tools 
supports and opportunities available to become self-sufficient, responsible and productive 
citizens in their community.  

Position Overview 

 

The Office Manager & Human Resources Coordinator is a dual-role involving full spectrum 
human resources and office management responsibilities of YouthBuild Philadelphia Charter 
School. The office manager component of this position is responsible for overall front office 
activities, purchasing requests and facilities and management of the building.This role is 
responsible for performing HR-related duties on a professional level in the following HR 
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functional areas: benefits administration, onboarding, policy implementation, recruitment and 
employment law compliance.   In this position approximately 50% of time will be spent on 
Office Manager responsibilities and 50% on Human Resources responsibilities. 
 
 
The Office Manager/HR Coordinator is a dynamic role that requires expertise in managing the 
school's various business processes and operations. The Office Manager/HR Coordinator plays a 
central role in ensuring efficient operations and is responsible for day-to-day management of 
the business office and HR administration. The Office Manager/HR Coordinator will carry out 
the daily administrative tasks required to efficiently run the school.  In this generalist role the 
Office Manager/HR Coordinator will work closely with the Director of Operations and the 
Human Resources Director. The Office Manager/HR Coordinator will ensure that the everyday 
activities of the Operations department run smoothly and efficiently.  This is an exciting 
opportunity for a motivate team player to help build out a new position in a fast-paced, fun 
environment. The ideal candidate is at ease with a demanding and dynamic work environment.  
This position requires a detail oriented, well-organized and self-directed individual with a 
passion for our mission.  Adaptability and initiative in developing organizational systems is key 
for success.  The ideal candidate will be a self-starter, who is just as comfortable working 
autonomously as with a team. This candidate should be climate and culture-focused, bringing 
enthusiasm to the office and offering up new ideas and programs. This is a full-time, exempt, 
year-round position with negligible travel requirements. 

Office Manager Primary Responsibilities 

 Develop and manage process improvements to ensure quality of business operations 

within the business/fiscal office and between various departments within the school 

 Continuously assess office needs while developing systems to streamline operations, 

build efficiencies, and troubleshoot issues 

 Manage procurement and purchasing including supplies, furniture and equipment for the 

entire staff in accordance with purchasing policies and budgetary restrictions  

 Maintain inventory and manage fixed assets tracking 

 Responsible for arranging internal office moves 
 Assist with risk management, establishing emergency protocols and plans to ensure the 

safety of all staff, students, and visitors; 

 Collaborate with Human Resources Director to ensures that appropriate levels of 

insurance are maintained to protect the school's property and to cover the school's 

liability; 

 Serve as main point of contact for facilities-related issues, including coordinating efforts 

among all facilities personnel and external vendors; Oversee maintenance of facilities and 

equipment; hire and oversee contractors as needed 

 Maintain and order office supplies and office services by organizing office operations and 

procedures; establish, support and design efficient paper and electronic filing systems; 

Maintain office efficiency by planning and implementing office systems, layouts, and 

procurement 

 Plan and monitor other special projects and events as needed, as well as other office/ 

admin duties as assigned 
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HR Coordinator Primary Responsibilities 

 

 Administer various human resource plans and procedures for all school staff; assist in 
the development and implementation of employee handbook and personnel policies 
and procedures, in conjunction with the HR Director and senior management  

 Coordinate recruitment activities including posting jobs, screening candidates, 

conducting reference checks, preparing offer letters and contracts, and creating and 

maintain HR files 

 Serve as liaison between staff, HR and payroll administrator so that the Fiscal department 

has the information required to process payroll in a timely manner for each pay cycle 

 Participate in benefits administration to include communicating benefit information to 
employees, claims resolution, change reporting, approving invoices for payment, 
conducts recruitment efforts and new-employee orientations 

 Act as liaison and advocate for employee concerns and questions by providing timely and 

accurate information with a positive, customer focused approach 

 Maintain company organization charts and the staff list / directory 

 Recommends new approaches, policies and procedures to effect continual 
improvements in efficiency of the department and services performed 

 Maintains compliance with federal and state regulations concerning employment 

 Participates as needed in special department projects 
 

 

Required Knowledge, Skills, and Abilities: 

 A bachelors’ degree in Business Administration or equivalent work experience 

 Minimum of five years overall professional office management and working knowledge 

of human resource management  

 Technologically savvy with experience working in varying software programs and online 

platforms, including the ability to deal with new software installations, software 

integration and the sharing of data between programs and departments;  

 Excellent communication and facilitation skills;  

 Demonstrated ability to confidentially maintain employee and company information  

 Excellent ability to establish priorities, coordinate work activities, multi-task and meet 

deadlines in a fast-paced dynamic work environment with accuracy and attention to 

detail; Resourceful and able to find creative solutions, thinking beyond current systems 

and approaches toward continual improvement 

 Operational flexibility is required to meet sudden and unpredictable business needs 

 Ability to consistently make good decisions through a combination of analysis, wisdom, 

experience, and judgment 

 Advanced proficiency in Microsoft Excel, Word, and PowerPoint  

 Ability to work effectively both as part of a team and independently with minimal 

supervision 

 Acts 24, 34, 114 and 151 criminal background clearances (PA, Child Abuse, Federal/FBI, 

and PA Department of Education) 

 


