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HUMAN RESOURCES COORDINATOR

About Us
Arts for Learning Maryland (formerly Young Audiences of Maryland) is devoted to enriching the
lives and education of Maryland’s youth through educational and culturally diverse arts programs.
Through Arts for Learning, professional teaching artists from all disciplines partner with
educators, schools, and school districts to provide -- on average -- over 300,000 hours of
learning in, through, and about the arts to more than 185,000 Maryland students annually.

Arts for Learning is a mission-driven organization that values community, innovation, and passion.
The staff, board, and teaching artists have a shared commitment to advance equity in the field of
education by working tirelessly to generate opportunities for students to imagine, create, and
realize their full potential through the arts.

Job Description:
The Human Resources Coordinator is a new part-time, non-exempt position that will report to the
Human Resources Manager (HRM). This position will work with the HRM to assist with,
coordinate, and track HR processes to ensure the department runs smoothly.

Responsibilities Include:
Human Resources Process Coordination: 45%
Serve as the lead HR team member to coordinate various employee processes:

● Assists HRM with onboarding and offboarding processes including new hire
paperwork, equipment delivery and retrieval, exit interviews, coordinating onboarding
and training, as well as sending any relevant new hire documentation to new



employees, their supervisors, and other departments as needed. This includes sending
information on 90-day check-ins and annual performance reviews.

○ This includes assisting with the onboarding and offboarding of temporary
program employees during the summer and fall.

○ May assist with payroll functions including processing, answering employee
questions, making sure the HRM and Finance have all of the paperwork needed
for payroll onboarding, fixing processing errors, and distributing checks.

○ Processes required documents through payroll and insurance providers to
ensure accurate record-keeping and proper deductions.

○ Might assist with onboarding or other HR presentations if HRM is not available.
○ Administers health plans, including enrollments, changes, and terminations.
○ Completes Forms I-9, verifies I-9 documentation, and maintains I-9 files.
○ Submits online investigation requests and assists with new-employee background

checks.
● Manages the background check process for employees and contractors.
● Assists with COVID vaccination data collection and follow-ups.
● Works with the Operations, Office, and Inventory Coordinator to manage artist

insurance processes for independent contractors.
● Works with HRM to manage and process paperwork for promotions, and performance

evaluations, as well as track and follow up on those pending.
● Assists with the recruitment process by posting jobs on recruitment websites, creating

candidate tracking spreadsheets, coordinating interviews, collecting interview
documentation, assisting with employment verification and reference checks, and
sending out rejection emails.

General Human Resources Coordination: 50%
● Assists with all internal and external HR-related inquiries or requests. Answers frequently

asked questions from applicants and employees relative to standard policies, benefits,
hiring processes, etc.; refers more complex questions to HRM or COO.

● Makes photocopies; mails, scans and emails documents; and performs other clerical
functions.

● Assist HRM with administrative HR tasks and documentation.
● Maintains accurate and up-to-date digital HR files. This includes organizing and

updating the internal computer drive that has employee files, general HR
documentation, and other copies of employees' and department records.

● Updates and maintains employee directories/spreadsheets, and works with
Communications and Data & Systems Manager to keep the website staff director and
organizational chart up to date.

○ Performs periodic audits of HR files and records to ensure that all required
documents are collected and filed appropriately.



● Assist with payroll and ad-hoc HR projects. Serves as being a liaison between
employees and other departments, including Finance, for employee-related paperwork,
like updated tax forms.

● Support other assigned functions.
● Keep up-to-date with the latest HR trends and best practices.

Other duties as assigned: 5%

Qualifications:
The person in this position plays a key role in the organization and requires a passion for arts
education, excellent organization, collaborative planning within and across departments, and
leadership ability.

The ideal candidate will also be empathic, kind, patient, and non-judgemental. The Operations
team strives to make Arts for Learning an inclusive, safe, and productive place to work and that
starts with our Ops team. The ideal candidate will also be passionate about providing
opportunities for youth to realize their full potential in our society and value the arts as a
transformational tool in our schools and communities.

A driver’s license is required as the position requires possible travel.

While no one candidate will possess every quality outlined for this position, the successful
candidate will fit many of the following professional qualifications and personal attributes:

● A passion for the arts, arts integration and the role of teaching artists/community artists in
education.

● Degree in higher education (bachelor’s level or above) or equivalent related work
experience in administrative support, though the hiring team will take work and life
experience into consideration if a degree is not obtained.

● Must have at least 2 years of administrative or related experience.
● Has at least 1 year of coordination experience in total preferred.
● A self-starter with a proactive approach to problem-solving with strong decision-making

skills.
● Experience working directly with people from diverse racial, ethnic, and socioeconomic

backgrounds.
● Commitment to race equity; preferred experience applying a racial justice and race equity

lens to their work, and an ability to examine biases and an understanding of the concepts
of institutional and structural racism and its impact on policies and practices, especially
related to the administration of public education.



● Must have professional-level written and verbal communication skills, as well as proven
interpersonal skills. Ability to work across teams and with a variety of projects and
constituencies is a must.

● Skilled with Microsoft Office Suite, Google Suite, mail merge tools and/or an ability to
become familiar with organization-specific programs and software. Familiarity with office
gadgets and applications (e.g. e-calendars and copy machines).

● Must be able to meet deadlines in a fast-paced quickly changing environment.
● Exceptional interpersonal skills with a friendly and professional demeanor.
● Experience with Asana, Salesforce, and Form Assembly preferred.

Preferred
● Project management experience.
● Previous HR experience.

Compensation:
This position is an hourly, non-exempt position that starts at $20/hour. This position will work
24-30 hours a week.

To Apply:
For consideration, please apply on our website, https://www.artsforlearningmd.org/. Please do
not send applications that include headshots or photos of yourself. No phone calls or recruiters,
please. All employees will be subject to a federal and state background check in accordance
with state and federal law.

Arts for Learning Maryland is an Equal Opportunity Employer committed to cultivating a diverse workforce and
equitable workplace. We encourage applications from individuals of all backgrounds, regardless of race,
ethnicity, gender, sexual orientation, gender identity and expression, age, national origin, veteran status, and
disability. All qualified applications will be given equal opportunity.

https://www.yamd.org/

