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	Job Title:
	Human Resources Coordinator
	FLSA
Classification:
	Non-Exempt

	Department:
	Administration
	Reports To:
	HR Generalist 



Location: Rochester, NY
Status: Part‑Time, non‑exempt (25 hours/week)
Hourly Rate: $21.57 – $25.12 per hour, based on experience and qualifications
Schedule: Hybrid (minimum 3 days onsite per week); schedule may vary based on payroll cycles and organizational needs

About Delphi Rise:  At Delphi Rise, we believe no one should have to navigate life’s challenges alone. For nearly a century, we have been a trusted, community-based organization providing accessible, person-centered support for individuals and families facing substance use, mental health, housing, and other social challenges. With an open door and an open heart, we meet people where they are, grounded in dignity, respect, and a belief in each person’s potential.  Our values, preservation of dignity, belief in potential, caring, respect, and belonging, shape a workplace where people feel supported, connected, and part of something meaningful.
Position Summary:  The Human Resources Coordinator supports day‑to‑day human resources operations with primary responsibility for payroll administration, leave management, and HR systems coordination. This role serves as a key point of contact for employee HR inquiries and provides secondary support for recruitment and onboarding functions as needed.
The HR Coordinator works under the direction of the HR Generalist and collaborates closely with Finance to ensure accurate payroll processing, compliant leave administration, and timely maintenance of employee records. This position plays a critical role in promoting a compliant, equitable, and people‑centered workplace aligned with the organization’s mission of healing, recovery, and community well‑being.
Essential Duties and Responsibilities
Payroll & HR Operations
· Coordinate and support bi‑weekly payroll processing in collaboration with Finance to ensure accuracy and timely submission
· Maintain employee data related to hires, terminations, compensation changes, and job status in the HRIS
· Ensure accurate tracking of time and attendance, leave accruals, benefit deductions, and pay adjustments
· Respond to employee inquiries related to pay, timekeeping, and payroll deductions
· Assist with preparation of HR documentation and reports for audits, funders, and internal review
Leave Administration & Compliance
· Administer employee leaves of absence, including NY Paid Family Leave (PFL), NY Disability, FMLA, and other applicable federal, state, and local leave programs
· Track leave balances, usage, and documentation to ensure compliance with applicable laws and organizational policies
· Communicate clearly with employees and managers regarding leave processes, timelines, and documentation requirements
· Maintain confidential leave records in accordance with legal and recordkeeping requirements
Recruitment & Onboarding (Backup Support)
· Provide secondary/back‑up support for recruitment activities, including job postings, interview scheduling, and candidate communications
· Support onboarding processes by coordinating new hire paperwork, orientations, and employment eligibility verification (I‑9) documentation
· Ensure completion and secure retention of required onboarding materials
Employee Support & HR Compliance
· Serve as a first point of contact for routine HR questions from employees and managers
· Maintain employee personnel files in accordance with NYS labor law and organizational record retention requirements
· Respond to employment verification and unemployment insurance inquiries
· Support compliance with wage and hour laws, including proper classification of non‑exempt and exempt roles
· Maintain strict confidentiality of employee information at all times
HR Systems, Reporting & Continuous Improvement
· Maintain and update employee records in HRIS and other internal systems
· Track HR metrics such as leave utilization, turnover, and training completion
· Compile data for audits, surveys, and funder reporting
· Identify opportunities to improve HR processes, documentation, employee experience
· Stay current on changes in federal and New York State employment laws and HR best practices
Supervisory Responsibility: This position does not have direct supervisory responsibility but may provide guidance to interns or support HR‑related special projects.
Qualifications - Required
· A bachelor's degree in Human Resources, Business Administration, or a related discipline, with 1-2 years of relevant experience or an equivalent combination of education and experience
· Demonstrated knowledge of New York State employment laws, including wage and hour and leave requirements
· Strong attention to detail and ability to manage confidential information
· Proficiency with HRIS systems and Microsoft Office applications
Preferred
· Experience in a nonprofit, healthcare, or human services environment
· HR certification (PHR, SHRM‑CP)
Work Environment & Physical Requirements
· Primarily office‑based with occasional local travel for meetings or trainings
· Ability to sit or stand for extended periods and lift up to 25 pounds occasionally
Disclaimer:
· All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.
· This job description in no way states or implies that these are the only duties to be performed by the employee(s) occupying this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.
· The company reserves the right to add to or revise an employee's job duties at any time at its sole discretion.
· This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.
Equal Employment Opportunity
Delphi Rise is committed to providing equal employment opportunities to all qualified individuals. We do not discriminate on the basis of race, color, national origin, ancestry, citizenship, religion, creed, sex, pregnancy, sexual orientation, gender identity or expression, age, marital or family status, disability, genetic information, veteran or military status, domestic violence victim status, or any other characteristic protected by applicable federal, state, or local law.
Reasonable accommodations will be provided to applicants and employees as required by law.
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