APLAHeaIth

APLA Health provides quality healthcare, life-saving services, camaraderie, compassion,
and comfort to all who come through our doors. Our dedicated team of healthcare
professionals is committed to providing personalized and compassionate free and low-cost
medical services, tailored specifically to meet the unique needs of each individual we serve.
APLA Health serves as a medical home providing an array of integrated healthcare services
through 71,000+ billable patient visits and nearly 10,000 enabling services visits each year.
Services provided include: medical, dental, behavioral health and HIV care; pharmacy; PrEP
counseling and management; health education and HIV prevention; and STD screening and
treatment. For people living with HIV, APLA Health offers housing support; benefits
counseling; home healthcare; and the Vance North Necessities of Life Program food
pantries; among several other critical support services.

We offer great benefits, competitive pay, and great working environment!

We offer:
e Medical Insurance e 11 Paid Holidays
e Dental Insurance e 4 Personal Days
e Vision Insurance e 10 Vacation Days
e Long Term Disability e 12 Sick Days
e Group Term Life and AD&D e Metro reimbursement or free
Insurance parking
e Employee Assistance Program e Employer Matched (6%) 403b
e Flexible Spending Accounts Retirement Plan

This is a great opportunity to make a difference!

Requisition #: 50340

Status: Full-time Non-Exempt
Schedule: Monday — Friday, 8AM — 5PM
Onsite or Hybrid: Onsite

Bilingual (English/Spanish): N/A

This position will pay $28.22 - $34.74 hourly. Salary is commensurate with experience.

POSITION SUMMARY:

Under the supervision of the Director of Human Resources Operations, the Human
Resources Coordinator provides comprehensive Human Resources support in the areas
of recruitment, onboarding, HR compliance, employee engagement, performance
management, HRIS administration, leave administration, employee recognition, and
records management. This position serves as a key operational partner to the Human



Resources team and acts as a backup to the Human Resources Recruiter and Human
Resources Generalist as needed.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Coordinate and oversee the background check and pre-employment screening
process for all new hires, including tracking progress, communicating with
vendors and employers as needed, and providing timely updates to hiring
managers.

e Manage and facilitate the full employee onboarding process, including scheduling
orientation sessions, tracking onboarding requirements, disseminating new hire
information, coordinating completion of employment documentation, and
completing 1-9 employment eligibility verifications.

e Serve as a primary point of contact for new hires during their onboarding and
introductory employment period, including conducting 90-day employee
experience follow-ups.

e Partner with managers to ensure timely completion of employee goals,
probationary reviews, and performance evaluations.

e Serve as a point of contact for employee questions regarding HR policies,
benefits, onboarding, and employment-related matters.

o Escalate complex issues to the appropriate Human Resources team member.

e Prepare, maintain, and distribute various HR-related reports, including but not
limited to new hire, onboarding, and uniform tracking reports.

e Responsible for uniform orders for new hires and all staff as needed.

e Assist with preparation and coordination of HR-related audits, surveys,
accreditation reviews, and regulatory reporting requirements.

e Coordinate employee training programs, compliance training assignments, and
professional development initiatives as needed.

e Monitor completion of mandatory training and follow up with managers and
employees as needed.

e Assist in maintaining the Human Resources Information System (HRIS), ensuring
accurate employee data entry, and recordkeeping.

e Assist with employee recognition programs, employee appreciation initiatives,
wellness activities, and employee engagement events.

e Support employee communications and HR-related organizational
announcements.

e Support Human Resources team with daily operations, administrative functions,
employee support, and coordination of special projects and initiatives.

e Serve as backup to the Human Resources Recruiter during absences,
vacancies, or periods of high recruitment activity.

e Co-Chair the Safety Committee and provide ongoing leadership and support to
safety team members to ensure compliance with organizational safety standards,
policies, and regulatory requirements.

e Assist with job postings, applicant tracking, interview scheduling, candidate
communications, reference checks, and recruitment reporting as needed.

¢ Develop and maintain HR procedures, onboarding materials, checklists, and
internal process documentation to improve operational efficiency.

e Serve as the primary point of contact for badges and key cards
(new/replacement).



OTHER DUTIES MAY BE ASSIGNED TO MEET BUSINESS NEEDS.

REQUIREMENTS:

Training and Experience:

Bachelor's degree in Human Resources, Business Administration, or related field
preferred. Minimum of three years progressively responsible Human Resources
experience supporting multiple HR functions, preferably in a healthcare, nonprofit, FQHC,
or community clinic environment.

Knowledge of:

Knowledge of Human Resources principles and practices including recruitment,
onboarding, employee relations, performance management, leave administration, HR
compliance, recordkeeping requirements, employment laws, and HRIS systems.
Knowledge of California employment law and healthcare industry HR practices preferred.

Ability to:

Ability to work with people of diverse cultural, educational, social and economic
backgrounds. Must possess the ability to follow instructions and exercise good judgment.
Maintain confidentiality in sensitive situations; listen to people with varying personal and
workplace needs and maintain “boundaries” in all situations. Ability to thrive in a fast-
paced dynamic work environment.

WORKING CONDITIONS/PHYSICAL REQUIREMENTS:
This is primarily an office position that requires only occasional bending, reaching,
stooping, lifting and moving office materials weighing 25 pounds or less. The position
requires daily use of a personal computer and requires entering, viewing, and revising
text and graphics on the computer terminal and on paper.

SPECIAL REQUIREMENTS:

Must possess a valid California driver’s license; proof of auto liability insurance; and have
the use of a personal vehicle for work related purposes.

COVID-19 and Booster or Medical/ Religious Exemption required.

Equal Opportunity Employer: APLA Health is an EEO Employer

Visit our website at www.aplahealth.org to apply or click the Ilink below:
https://www.paycomonline.net/v4/ats/web.php/portal/A5559163F67395E0A2585D2135F
98806/jobs/389529
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