
First Presbyterian Church of London
Human Resources Director

Position Description

First Presbyterian Church (FPC) is a congregation of the Presbyterian Church (U.S.A.).  Its mission 
statement is:  Growing together in faith, love, and fellowship.  FPC seeks a Christian for this position, 
who reflects and represents our core values.  

Reports To:  Pastor (head of staff)
Direct Reports:  None
Status:  Full-time (75% with Presbyterian Child Care Center (PCC), 25% with FPC)
FLSA:  Exempt

Job Description:  The human resources director serves as the administrator of all human resource 
programs for both FPC and PCC, by planning, directing and coordinating activities, formulating and 
implementing human resource policies and programs, acting for and on behalf of the pastor in 
formulating and implementing goals and objectives and carrying out activities of assigned human 
resources section.

Job Responsibilities:
 Oversee hiring process of all employees for FPC and PCC

◦ Creating  job descriptions and routing for approval
◦ Advertise jobs
◦ Recruit, pre-screen, and schedule pastor or PCC director interviews for potential hires
◦ Send updates to candidates including those not chosen for the position
◦ Implement the procedures for hiring employees, such as providing job offers, receiving 

acceptances, and agreeing on starting dates
◦ Oversee drug tests and background checks
◦ Create new hire packets and help perform orientation for all new hires

 Know the HR regulations for the State of Ohio
 Know the ODJFS regulations for day care providers
 Know the benefits from the Board of Pensions of the PC(USA)
 Provide excellent care for all employees by answering questions regarding payroll, benefits, 

employment questions, etc. 
 Plan and coordinate employee wellness programs
 Complete all requests for unemployment and employment verification information in a timely 

manner. 
 Administer the benefits of FPC and reconcile the monthly invoices to ensure an accurate 

accounting of benefits.
 Oversee employee training

◦ Ensure all employees have their required annual continuing education
◦ Ensure all employees have their required certifications

 Process Worker’s Compensation, FMLA, and Disability claims
 Attend meetings of both FPC and PCC, as requested by the pastor
 Conduct annual review of employees with pastor or PCC director
 Review and update job descriptions to ensure that they stay current
 Create and maintain complete and confidential files on each employee
 Create and maintain a table of organization, advising directors, coordinating structure analyzing

needs and succession planning



 Oversee time sheets for hourly employees
 Regularly conduct competitive analysis to ensure PCC fee schedule is fair 
 Create and monitor employee recognition programs
 Know the job of the PCC treasurer
 Help cover for treasurers, when needed
 Attend Sunday worship at FPC
 Perform other duties as assigned

Knowledge, Skills, Abilities, and Characteristics
 Extensive knowledge of federal and state laws and rules governing fair employment practices 

(e.g., ADA, FMLA, EEO) 
 Knowledge of  the ODJFS regulations for day care providers
 Knowledge of the benefits from the Board of Pensions of the PC(USA)
 Knowledge of Ohio Department of Education’s Step Up to Quality system
 Four-year degree or equivalent (preferably in HR), or 36 months experience in HR management
 Experience with email, Microsoft Word, Excel, and QuickBooks
 Strong attention to detail
 Ability to work and communicate effectively with personnel of all levels
 Ability to adjust task priorities as appropriate
 Highly organized
 Ability to work independently with little supervision
 Ability to remain calm while working under pressure in a busy environment
 Ability to maintain confidentiality 
 A growing Christian faith
 A team player
 Flexibility, cheerfulness, and patience
 Strong writing and editing skills, proficiency in grammar, usage, and style
 Ability to pass drug screening, and applicable background checks

Physical Demands
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential function of this job.  While performing the duties of this job, the 
employee may need to lift boxes of paper weighing around 40 pounds.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.

We Offer
 Medical insurance
 Generous paid time off
 Discounted rates for childcare


