JOB ANNOUNCEMENT
Director, Human Resources
DEPARTMENT NAME: Administration
POSITION REPORTS TO: Chief Financial Officer/Interim Chief Executive Officer
OFFICE LOCATION: 75 E. Santa Clara Street, Suite 1350, San Jose, CA
MISSION AND HISTORY
Housing Trust is leading the effort to create a strong affordable housing market the in the greater Bay Area as
one of the region’s highest-volume nonprofit housing lenders. Serving people experiencing homelessness to
renters to first-time homebuyers, we assist a wide range of residents with programs across the entire
spectrum of housing issues. Since 2000, Housing Trust has invested $257 million – creating nearly 19,000
affordable housing opportunities serving over 34,000 of our neighbors. Housing Trust is the first nonprofit
Community Development Financial Institution (CDFI) to receive a Standard & Poor’s rating (AA-) because of its
strong capacity to meet financial commitments.
Housing Trust is looking for exceptional people who believe that safe, stable affordable housing opens the
door to better living for everyone. We embrace diversity. We nurture it and we thrive on it because it
benefits our organization, our partners, and our community.
POSITION OVERVIEW
Are you a human resources professional looking to have a positive impact on the biggest challenge facing
our region? Are you dedicated and mission driven? And, do you take pride in your work and thrive in a
collaborative environment with people who also exhibit these qualities? If so, Housing Trust Silicon Valley is
the place for you.
Nurturing our culture and sharing our values is high priority for Housing Trust as we double our loan portfolio
and significantly grow our staff. As Human Resources Director you will act as a strategic business partner to
functional leaders on management, recruiting, career development, and employee relations. You will be a
critical member of our DEI team. You’ll look ahead to keep us compliant as we add new employees,
customers, and offices while ensuring we continue to be a leading place to work.
This is an ideal opportunity for someone who is interested in effecting meaningful change on one of the most
pressing issues facing our region – creation and preservation of housing for extremely low- to middle-income
people. Who will be successful in this role? Someone who has knowledge of HR policies and procedures
gained through previous experience of working in a generalist HR role. Someone who thrives in a fast-paced
environment anchored by creativity, innovation and inclusion. Someone who is committed to infusing the
values of racial equity, diversity, and inclusion into the entire organization, policies and practices.
Perhaps, someone like you?
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KEY RESPONSIBILITIES
Human Resources Operations
• Ensure compliance with federal, state, and local regulations including accurate employee records
and necessary trainings are completed and managers are aware of compliance requirements.
Review and recommend best practices.
• Maintain the Employee Handbook including obtaining legal review annually. Develop and
implement human resources policies, procedures and programs as necessary. Ensure employees
are aware of policies and are trained on those that require training.
• Drive employee benefits design and decision-making.
• Manage operations, with a team comprising of an Office Manager.
• Partner with accounting group on matters related to payroll, benefits, and HRIS administration,
including new hires, transfers, terminations, job changes, salary adjustments, etc.
• Understand our company goals and values and align our people practices with them. Drive values
discussions and help infuse values throughout our programs and operations.
Recruiting, Engagement, Retention
• Continually monitor and maintain the commitment to create an inclusive culture where all people
are welcomed, valued, and heard.
• Manage recruiting process and implement process and technology improvements.
• Assess employee development needs and make recommendations for appropriate solutions.
Encourage managers to provide development opportunities to staff and help them rate and assess
opportunities.
• Ensure training is provided to new managers and oversee the onboarding process for new
employees.
• Lead the performance review process and tie in our values with reviews. Encourage ongoing
feedback from managers to employees. Assist managers in providing specific feedback that
facilitates career development.
Internal Communications
• Manage internal communications systems and education materials that may include a website
page, email, print, video, or other creative platforms.
• Partner with departments for all hands meetings to ensure appropriate level of communication
occurs.
QUALIFICATIONS
• Bachelor’s degree preferred with 7 to 10 years human resource experience in a small, growing
company
• Proven experience in talent management with knowledge of policy interpretations and legal
requirements (Employee Engagement, Recruitment and Retention, Employee Relations,
Compensation and Benefits, etc.)
• Able to compile information and analyze data to drive decision making
• Must possess a high level of problem-solving skill
• Excellent written and verbal communication skills, including presentation skills, and can effectively
communicate with all employee and management levels
• Prior experience and/or strong interest in working in non-profit organization
• Able to exercise good judgment and discretion, maintaining confidentiality
• Proficiency in Microsoft Outlook, Word, and PowerPoint; expertise in Excel
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COMPENSATION
Housing Trust offers a competitive compensation package, including a bonus plan and benefits. This is an
exempt, full-time position. Compensation for this position is dependent upon experience. To be considered
for this position, please submit a letter of interest and resume to Jobs1@housingtrustsv.org.
Housing Trust is an equal opportunity employer to all regardless of race, color, national origin, ancestry, sex,
marital status, disability, religious or political affiliation, actual or perceived gender identity, age or sexual
orientation. Housing Trust is committed to diversity, equity and inclusion and our goal is to have a workforce
(at all job levels) that is representative of the communities we serve.
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