
 
Human Resources Senior Generalist 

 
NYFS is actively recruiting for a Human Resources Senior Generalist. To apply, please email your 
resume and cover letter to HumanResources@nyfs.org 
 
Given the opportunities and challenges in recruiting and retaining clinical, administrative and 
leadership talent in today’s workplace, especially in the not-for-profit mental healthcare sector, 
this is a critical position for NYFS, that requires a focused knowledgeable HR manager.  
 
Responsibilities: 

• Reporting directly to the President and CEO, collaborates with leadership to 
understand the organization’s goals and strategy related to staffing, recruiting, and 
retention. 

• Administers human resource programs including, but not limited to, compensation, 
benefits, and leave; performance management; disputes and investigations; and 
talent management; occupational health and safety; and training. 

• Identifies staffing and recruiting needs; develops and executes best practices for 
hiring and talent management. 

• Be the point of contact on compensation, benefit, and other HR questions for 
employees. 

• Monitors the organization’s compliance with federal, state, and local employment 
laws and regulations, and recommended best practices; suggests revisions and 
modifications to policies and practices to maintain compliance. 

• Maintains knowledge of trends, best practices, regulatory changes, and new 
technologies in human resources, talent management, and employment law; applies 
this knowledge to communicate changes in policy, practice, and resources to 
leadership team. 

• Maintain complete employee files in accordance with best practice and appropriate 
laws. 

• Enter and verify accuracy of bi-weekly payroll with Paychex. 

• Conduct data entry of employee information into Paychex and other data- keeping 
platforms. 

• Actively contribute to staff meetings, and agency and community events as assigned. 

• Abides by all professional ethical standards. 

• Performs other duties as required. 
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Required Qualifications: 

• A BS/BA with an HR concentration or a related field, or equivalent experience 

• 3+ years of professional-level Human Resource work experience 

• Thorough knowledge of employment-related laws and regulations. 

• Proficient with Microsoft Office Suite or related software. 

• Ability to complete reports, develop policy and procedures, create job descriptions 
and other documents  

• Excellent organizational skills, attention to detail, and ability to multi-task 

• Excellent verbal and written communication skills.  

• Excellent time management skills with a proven ability to meet deadlines. 

• Strong analytical and problem-solving skills. 
 
Preferred Qualifications: 

• Experience working in nonprofit and/or mental health settings 

• Experience working with Paychex Time and Attendance and Payroll Systems. 
 

Strong candidates will have a solid understanding of their own culture and practice sensitivity 
and respect to the cultural backgrounds of clients as well as other staff. NYFS welcomes clients 
as well as staff with diverse cultural/ethnic identities, sexual orientations, gender identities, 
disabilities, and socioeconomic backgrounds.  
 
Salary Range: $55,000 to $65,000 per year based on education, training and/or experience. 
 
NYFS Benefits:  

• Competitive benefits include medical, dental, vision, life insurance, and short- and 
long-term disability. Options to contribute to health savings account (HSA), flexible 
spending account (FSA), and 401k account. 

• Generous Paid Time Off and Holiday policy. 

• $500 stipend to seek out training with 5 CEU days. 

• Flexible schedule collaboratively determined with your supervisor with options for 
remote work. Staff work from home on Fridays.  

• The final week of the year NYFS closes services to ensure all staff have a paid 
collective week off to support work sustainability.  

 

  



Agency Overview: 
 
Northeast Youth and Family Services (NYFS) is a community-based nonprofit founded in 1976 
serving Northeast Ramsey County. NYFS provides trauma and culturally responsive clinic-based, 
school-based, and day treatment mental health services and community-based services 
including diversion programming and community advocacy with offices in Shoreview and White 
Bear Lake. We have long-standing partnerships with 15 municipalities in Ramsey County; NYFS’ 
services are genuinely community-driven.  
 
Who We Are: 
 
NYFS lives its deep values around providing integrative care for the whole family with a focus on 
youth and their caregivers. Staff are dedicated, innovative, and mission-driven, offering 
authentic, relational, client-centered care. The team is playful, creative, growth-oriented, 
down-to-earth, and hardworking – and we laugh a lot! We are committed to genuine 
integration of trauma and culturally responsive care across the agency. As a trauma-responsive 
organization, NYFS is actively invested in organizational supports for staff wellness and work 
sustainability. We believe in a family-first work environment, rather than seeking work/life 
balance.  
 
We are committed to a policy of equal employment opportunity in recruitment, hiring, training, 
and promotion of persons based on merit, qualifications, and competence. We do not 
discriminate based on race, color, religion, creed, national origin, sex, age, disability, marital 
status, sexual orientation, place of residence, political affiliation, veterans’ status, or status with 
regard to public assistance, or any other class protected by local, state, or federal law. NYFS 
provides reasonable accommodations to qualified individuals with disabilities upon request.  
 

 


