
 

Human Resources Manager 

At (c) Management, Inc. (CMI), we provide trusted and dynamic management services for associations, 
foundations, and non-profits in the healthcare field. Established in 1976, CMI’s first client was the Association 
of Community Cancer Centers (ACCC)—the leading education and advocacy organization for the cancer care 
community. CMI also manages the Oncology State Societies at ACCC—a network of 21 Chapter Members that 
provide a state- and regional-level focus into the complexities of cancer delivery. 

POSITION SUMMARY 

This position will help drive human resources (HR) operational excellence, and ongoing monitoring of key HR 
transformation initiatives, with a focus on transforming (c) Management, Inc. Human Resources from a 
function of service delivery to a driver of strategic talent, business outcomes, and overall world-class employee 
experience. 

Reporting to the VP/CEO, this role will be primarily responsible for creating, leading, and executing strategies 
to grow employee engagement, increase retention, and attract top talent. Aligned with the company’s mission 
this position will build and maintain a culture that recognizes and develops employees, ensure legal 
compliance, and facilitate company growth. 

DUTIES & RESPONSIBILITIES 

 Conduct sensitive employee investigations, including determining appropriate investigation strategies 

 Direct HR processes and implement recruitment process, Benefits Administration, Orientation 
presentations, and onboarding process 

 Partner with business leaders to update and accomplish process assurance compliance in company 
policies, compensation, performance improvement, and performance management 

 Coordinate employee engagement initiatives 

 Coach and mentor supervisors on improved processes, policies, and procedures 

 Focus on internal process improvements to increase efficiency and accuracy in each of the 
departments 

 Plan, lead, direct, develop, and coordinate the policies, activities, and staff of the Human Resource 
department 

 Develop programs that ensure legal compliance and implementation of the organization’s mission 

 Build and maintain a company culture that recognizes, develops and challenges employees 

 Building a pipeline of high-quality job candidates 

 Develop programs to retain talent 

 Manage training and certification pathways for employees 



 Actively participate in cross-departmental CORE Group—contributing ideas, expertise, and 
collaborative effort on a wide range of activities. 

 Hire and train staff for the HR department. 

 Oversee the daily workflow of the department. 

 Provide constructive and timely performance evaluations. 

 Handle discipline and termination of employees in accordance with company policy. 

ESSENTIAL FUNCTIONS 

 Collaborate with senior leadership to understand the organization’s goals and strategy related to 
staffing, recruiting, and retention. 

 Plan, lead, develop, coordinate, and implement policies, processes, training, initiatives, and surveys to 
support the organization’s human resource compliance and strategy needs. 

 Administer and/or oversee the administration of human resource programs including, but not limited 
to, compensation, benefits, and leave; disciplinary matters; disputes and investigations; performance 
and talent management; productivity, recognition, and morale; occupational health and safety; and 
training and development. 

 Identify staffing and recruiting needs; develop and execute best practices for hiring and talent 
management. 

 Conduct research and analysis of organizational trends including review of reports and metrics from 
the organization’s human resource information system (HRIS) or talent management system. 

 Monitor and ensure the organization’s compliance with federal, state, and local employment laws and 
regulations, and recommended best practices; review and modify policies and practices to maintain 
compliance. 

 Maintain knowledge of trends, best practices, regulatory changes, and new technologies in human 
resources, talent management, and employment law; apply this knowledge to suggest changes in 
policy, practice, and resources to upper management. 

 Train management in interviewing, hiring, diversity, terminations, promotions, performance review, 
safety, FMLA, HIPAA, and sexual harassment. 

QUALIFICATIONS & SKILLS 

 Bachelor’s degree in Human Resources, Business Administration, or related field required. 

 Minimum of eight years of human resource management experience required, and at least 5 years’ 
experience in a leadership role. 

 Thorough knowledge of employment-related laws and regulations. 

 Proficient with Microsoft Office Suite or related software. 

 Proficiency with or the ability to quickly learn the organization’s HRIS and talent management systems. 

 SHRM-CP or SHRM-SCP highly preferred. 



 Efficient home-office set-up to accommodate flexible work schedule. 

 CMI requires all employees to be COVID-19 vaccinated. Accommodation due to a disability or religious 
reasons will be evaluated in compliance with the law. 

BENEFITS OVERVIEW 

 Flexible work schedule 

 Paid time off – vacation, sick, personal, and float days 

 Annual salary review and growth opportunities; this position is eligible for annual merit bonus 

 Nationwide medical, dental, and vision plan options 

 HSA with employer contribution 

 Short- and long-term disability and AD&D options 

 401(k) savings plan with company match 

 Tuition reimbursement 

 Onsite parking, gym, and cafe 

CMI is committed to cultivating and preserving the culture of inclusion and connectedness. We are able to 
grow and learn better together with a diverse team of employees. The collective sum of the individual 
differences, life experiences, knowledge, innovation, self-expression, and talent that our employees invest in 
their work represents our culture. In recruiting for our team, we welcome the unique contributions that you 
can bring in terms of their education, opinions, culture, ethnicity, race, sex, gender identity and expression, 
nation of origin, age, languages spoken, veteran’s status, color, religion, disability, sexual orientation, and 
beliefs. 

Interested candidates should submit a cover letter and resume to the Human Resources Manager at hr@c-
managementinc.com. 
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