
The Freestore Foodbank (FSFB) has an immediate opening for a HR Specialist in our Human Resources Department. The ideal 
candidate will be responsible for managing and consulting internal clients of the Freestore Foodbank on hiring, selection and 
onboarding for volunteers and paid staff members. The HR Specialist will assist the HR Director with managing Selection and 
Recruitment, Employee Engagement, Training, and HRIS (Paycor) administration for the agency. 
 

Responsibilities 

Will manage hiring and selection, onboarding, talent management processes and assist and deliver training to paid staff, interns and 
volunteers of the organization.   

 
 Manage the selection process including recruitment, interview process, orientations and onboarding, and placement for diverse, 

full/part time, temporary, and intern positions for the Freestore Foodbank.  

 Will partner with hiring managers on developing and communicating recruitment methods by evaluating employment trends, 

attending career fairs, posting opportunities to websites and managing referrals.  Will represent the organization and may 

deliver presentations to outside organizations regarding opportunities at the Freestore Foodbank.  

 Will assist with developing, facilitating and coordinating core trainings including orientation and other required training for new 

and existing employees. Follow up on training documentation of educational and training certifications within the Paycor 

system. 

 Develop and maintain job descriptions, offer letters and training plans. 

 Administer new hire orientations and ensure completion of all required documentation.   

 Will continuously evaluate and identify continuous improvement opportunities for recruitment and other employment 

processes.  

 Will be responsible for ensuring compliance with local, state, and federal regulations with regard to hiring and selection 

processes.   

 Manage and oversee organization diverse staffing needs including temporary staff.    

 Assist with the exit interview process and procedures.  

 Will assist with employee recordkeeping to ensure compliance with employment laws.   

Qualifications: 

 Bachelor's degree with a minimum of three (3) years related work experience or the equivalent in training and experience in 
recruitment.   

 Strong demonstrated verbal and written skills. 

 Requires independent thinking with attention to detail; ability and initiative to achieve results with minimal supervision.  

 Excellent people, interpersonal and project management skills, customer service skills and ability to anticipate needs of clients.  

 Experience managing HRIS and applicant/resume-tracking processes (preferred)  

 Able to effectively interact with a wide range of people in social and professional situations.  

 Must be flexible and have the ability to manage multiple projects simultaneously in a fast paced environment.  

 Ability to make independent decisions and ability to apply critical thinking and problem solving skills as appropriate.  

 Working knowledge of Microsoft Office Products and Outlook.  

 Experience and/or willingness to learn and implement quality initiatives including LEAN principles.  

 Knowledge of state and federal employment laws. 

 Ability to respect and guarantee security and confidentiality of all data that he/she comes into contact with.  

Organizational Structure: 
Reports to: Human Resources Director 
 
To Apply: Email your resume and salary requirements to: HRSupport1@freestore.foodbank.org 
NO PHONE CALLS PLEASE 

mailto:HRSupport1@freestore.foodbank.org

