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NAYA Family Center │ Human Resources Partner and Recruiter

The Mission of NAYA Family Center is “…to enhance the diverse strengths of our youth and families in partnership with the community through cultural identity and education”.  

HR and Project Support Specialist

	Department/Program
	Office of the Chief Operating Officer (COO); Human Resources

	Compensation
	$28.00–$30.00/hour

	Benefits
	Medical, dental, vision and life insurance and flexible spending accounts. 401K retirement plan and match up to 6%. 16 paid holidays, sick and vacation accrual with vacation accrual increasing with tenure. 

	Employment Status
	Regular, Full-time, Non-Exempt

	Hours
	General working hours are 9am-6pm; flexible work schedule available upon approval; evenings and occasional weekends, as assigned.

	Supervises
	None

	Reports To
	COO and HR Manager

	Job Location
	Portland, OR

	Created/Revised
	October 2026

	
	



Position Description
The HR and Special Projects Specialist supports NAYA’s people operations by working alongside an established HR team to implement key HR functions and contribute to cross-functional initiatives. Day-to-day responsibilities include supporting recruiting logistics, onboarding, compliance, data entry, and HRIS administration, and contributing to special projects sponsored by the COO in collaboration with the senior leadership team. This position is also cross-trained to cover community reception and front office operations , and occasionally supports the Data and Evaluation team onspecial projects.  This role is ideal for a detail-oriented, mission-aligned professional who thrives in a collaborative, culturally specific, and community-centered environment. 

Job Responsibilities
Human Resources
· Support recruiting logistics, like phone screens and interview logistics 
· Prepare and collect onboarding and employment documentation
· Support employee records maintenance and digital file audits
· Enter, update, and audit data in Paylocity and other HR systems with accuracy
· Assist with benefits communication, open enrollment tasks, and routine employee inquiries
· Support strategic HR initiatives, like compensation reviews, employee engagement, and performance reviews
· Other duties as assigned by the HR Manager and/or COO

Special Projects
· Work with the COO and senior leadership team on initiatives including organizational assessments, culture-building efforts, and cross-departmental support
· Research, draft, and present on project deliverables, including proposals, reports, and implementation plans
· Track project milestones, manage timelines, and facilitate communication
· Partner with program teams on special events, community-facing initiatives, and other organizational priorities

Additional NAYA Family Center Duties:
· Understand and adhere to confidentiality
· Coordinate wraparound services effectively with other NAYA Family Center programs and staff
· Input data, and maintain NAYA and/or contractually required information database systems to track client information
· Participate in trainings and/or meetings to ensure program outcomes are achieved
· Represent NAYA with the utmost professionalism at community events and other public relations opportunities
· Work as an active member of departmental team
· Participate actively in cross-departmental team projects
· Contribute to fostering a safe and secure environment for community members and staff
 
Qualifications: 
Education & Training: 
· Associate’s degree or higher and/or coursework or certification in Human Resources or Business preferred
Knowledge: 
· Solid understanding of HR functions and confidentiality standards, including recruiting, onboarding, compliance, and benefits
· Familiarity with employment law (FMLA, OFLA, ADA, OR-specific laws)
· Awareness of culturally specific and trauma-informed workplace practices
Certifications/Credentials: 
· CPR/First Aid/AED certification or ability to obtain upon hire
Experience: 
· Minimum 1–3 years of administrative, recruiting, or HR support experience 
· Demonstrated experience supporting or leading special projects, cross-functional initiatives, or organizational improvement work
· Ability to work withing HRIS platforms with Paylocity experience preferred
· Experience working with diverse communities or culturally specific organizations preferred
Skills: 
· Strong organizational skills and project coordination skills with ability to manage competing priorities 
· Comfort with digital systems and file management 
· High attention to detail and discretion with an emphasis on discernment and professionalism
· Professional written and verbal communication skills with the ability to adapt tone and messaging across audiences
· Proficiency in:
· Email and scheduling software
· Word processing
· Microsoft Office Suite, including the ability to create and analyze Microsoft Office forms	Comment by Kennedy Coopwood: Add in experience with Canva, design, etc.
· Design platforms, like Canva
 
Work Environment: 90% office, 10% off-site including travel time. NAYA employees are expected to work on site most of the week. This position is expected to be in the office five days per week, with limited exceptions. 

Physical Requirements
· [bookmark: _Hlk48215556]The employee is occasionally required to stand; walk; sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb stairs; balance; stoop, kneel, crouch or crawl; talk or hear; taste or smell.
· The employee may be required to sit for extended periods of time.
· [bookmark: _Hlk48215665]The employee must occasionally lift or move up to 30 pounds.
· [bookmark: _Hlk48215620]Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.
· Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Safety Considerations
There are no safety considerations outside those associated with a typical office setting with significant offsite meetings.

Other Requirements
· Valid Oregon or Washington driver’s license and ability to be insured under NAYA’s liability insurance policy, i.e. no more than one major driving violation in the last three years.
· [bookmark: _Hlk82172446]Successful completion of a background investigation, including a fingerprint criminal history check. See a list of disqualifying convictions here.
· Successful completion of a DHS Background Check Unit.

Application Procedures:  
Interested candidates should submit: 
1. A Cover Letter addressing your qualifications for the position and why you are interested in joining the NAYA Family Center team 
2. A current Resume
 
Note: Candidates selected for a job offer will be asked to complete a NAYA application, if they haven’t already
  
Application Deadline: Open until filled
 
Attention: Incomplete applications will not be considered. Electronically submitted applications are preferred.  Due to the sheer number applicants, only those applicants selected for an interview will be contacted. Please respect our no phone calls policy. This job description does not constitute an employment agreement and is subject to change by the employer due to changes in grants and funding sources.
 
Please submit application materials via the links on our website or send application materials to:
Attn:  Human Resources
Native American Youth and Family Center
5135 NE Columbia Boulevard
Portland, OR 97218
Fax: (503) 288-1260
E-mail: jobs@nayapdx.org
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