
 

 

JOB DESCRIPTION 

 

Job Title:  Office and HR Manager 

FLSA Status:  Exempt 

Reports To: Executive Director 

Date: June 2026   
 

Cornerstone Ranch is a faith-based nonprofit organization serving adults with special needs through full-time 
residential care and a purpose-driven day program. Guided by our mission, “to empower adults with special 
needs to live the abundant life they were created for,” we create a safe, supportive, and Christ-centered 
environment where individuals can grow, build community, and live with dignity, purpose, and belonging. 
 

JOB OVERVIEW​  
 

The Office & HR Manager serves as a key administrative team member responsible for the efficient operation 
of Cornerstone Ranch's office and human resources functions. This position provides administrative support, 
maintains organizational records, assists with employee onboarding and personnel processes, coordinates 
office operations, and helps ensure compliance with nonprofit policies and employment regulations. 
 

This role serves as the primary liaison between Cornerstone Ranch and the outsourced HR provider, Insperity, 
coordinating employee relations, benefits administration, payroll support, onboarding, compliance activities, 
and HR communications. The ideal candidate is highly organized, detail-oriented, compassionate, and 
committed to supporting the mission of empowering adults with special needs. 
 

The Office and HR Manager is a full-time, salaried position with medical, retirement and other tangible benefits 
offered. The salary ranges from $57,000-$72,000 depending on level of education and years of experience with 
the opportunity for raises and bonuses based on annual performance evaluations and the organization's 
financial standing. 

 

WORK EXPECTATIONS 
●​ Full-time 40 hours a week  
●​ Additional hours may be added for staff meetings, staff training, event support, etc. 
●​ Required to attend monthly all-staff meetings  
●​ Required to attend annual staff retreat 
●​ Uphold the faith-based values and mission of Cornerstone Ranch 
●​ Able to work independently and in a team environment to effectively promote the mission and vision 

of Cornerstone Ranch 
●​ Consistently displays and strives to grow in the core values of Cornerstone Ranch  
●​ Represent Cornerstone Ranch in a professional and dignified manner at all times 
●​ Maintain confidentiality 
●​ Steward company resources well 
●​ Demonstrate care, compassion, patience and respect when working with adults with disabilities 
●​ Promote a positive, mission-focused workplace culture 
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Office and HR Manager 

RESPONSIBILITIES 
OFFICE ADMINISTRATION 

●​ Manage daily office operations and administrative functions. 

●​ Serve as the primary point of contact for greeting and welcoming  visitors, families, volunteers, 

vendors, and community partners. 

●​ Manage Cornerstone Information email account, responding to emails as necessary and forwarding to 

appropriate employees . 

●​ Answer and direct phone calls, emails, and correspondence. 

●​ Maintain office supplies, equipment, and vendor relationships. 

●​ Administer the organization’s commercial insurance program, including policy renewals, coverage 

documentation, claims documentation, and communication with insurance providers and brokers.  

●​ Organize and manage all Cornerstone files and information both physical and digital, including Google 

Drive/SharePoint. 

●​ Coordinate meetings, schedules, calendars, and Welcome Center usage. 

●​ Receive all Cornerstone mail and disseminate to staff. 

●​ Open incoming mail addressed to Cornerstone and sort correspondence, including invoices and general 

administrative documents, and route to appropriate employees.  

●​ Receive, log and track incoming checks, maintaining an accurate record of receipt and ensuring timely 

delivery for deposit processing and financial recording. 

●​ Prepare and deposit checks in accordance with established procedures and controls, ensuring timely 

processing and accurate documentation.  

●​ Manage Cornerstone digital calendars. 

●​ Assist with data entry, reporting, and document preparation. 

●​ Ensure the office environment is accessible, safe and welcoming for all visitors. 

●​ Support fundraising events, special programs, and organizational activities as needed. 

●​ Support leadership with special projects and operational improvements. 

●​ Support board operations and communications. 

●​ Prepare agendas, take minutes, and organize board or committee meetings. 

●​ Maintain corporate records (bylaws, policies, resolutions). 

●​ Coordinate employee communications for organization-wide events, meetings, announcements, and 

reminders to ensure staff are informed and engaged. 

●​ Manage the CR store during regular business hours. 

●​ Support and actively participate in the Rancher co-laboring office role, responsibilities, and delegations.  

●​ Assist with administrative support needed for brand change. 

 

HUMAN RESOURCES MANAGEMENT 

●​ Serve as the primary point of contact between Cornerstone Ranch and Insperity, assisting employees 

with any questions or concerns involving HR matters or issues in the Insperity portals. 
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Office and HR Manager 

●​ Complete annual Insperity renewal, including evaluating plan offerings, reviewing employer 

contribution percentages, and analyzing overall benefits costs. 

●​ Manage and oversee the Time and Attendance portal in Insperity, overseeing and completing the 

payroll and timesheet approval process and managing employee PTO, sick days, and holidays. 

●​ Coordinate onboarding, offboarding, employee status changes, and personnel actions through 

Insperity systems and processes. 

●​ Review, revise and maintain job descriptions to ensure accuracy and alignment with organizational and 

department needs. 

●​ Manage and oversee the employee performance review process through the Performance portal, 

including configuring review cycles, launching evaluations, and guiding employees through the process 

and timelines.  

●​ Communicate annual employee compensation changes and support the administration of year-end 

salary adjustments.  

●​ Assist the Executive Director in staff planning, organization, changes and growth plans.  

●​ Assist with recruitment activities, including posting positions, scheduling interviews, and 

communicating with candidates as needed. 

●​ Lead the onboarding process for new employees including training on Insperity, Cornerstone culture, 

and general Cornerstone policies and procedures.  

●​ Assist employees with benefits enrollment, open enrollment activities, and benefits-related questions 

through Insperity. 

●​ Ensure timely and accurate maintenance of employee records and required employment 

documentation. 

●​ Track and maintain employee certifications, training, background checks and compliance 

documentation not otherwise documented in iCare Manager. 

●​ Perform annual employee background checks. 

●​ Coordinate leave of absence requests, accommodations, and return-to-work processes in collaboration 

with Insperity and organizational leadership. 

●​ Assist with policy development, implementation, and documentation, including bi-annaul review of 

Cornerstone’s Employee Handbook and training all employees on all HR related information. 

●​ Participate in planning staff retreats, staff Christmas party, staff meetings, and other forms of staff care 

and appreciation. 

●​ Facilitate communication and serve as an internal resource for employees and supervisors on 

HR-related matters, providing guidance and assisting with the resolution of workplace concerns, while 

collaborating with Insperity as needed.  

●​ Support organizational compliance with federal, state,and local employment laws by implementing 

established policies and procedures, maintaining awareness of regulatory requirements, and 

collaborating with Insperity to address questions and emerging issues. 

 
COMPETENCIES 
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Office and HR Manager 

To perform the job successfully, an individual should demonstrate the following competencies.    

●​ Professionalism and integrity 
●​ Organization and time management 
●​ Adaptability and flexibility 
●​ Compassion and servant leadership 
●​ Communication and customer service 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION AND EXPERIENCE 
Bachelor's degree from four-year college or university and two years related working experience in Business 
Administration, Human Resources or a related field, or equivalent combination of experience and education. 
Experience supporting individuals with disabilities preferred. 
 

LANGUAGE SKILLS 
●​ Ability to read and interpret organizational documents such including policies, procedures, manuals, 

and compliance-related documentation. 
●​ Possess verbal and written communication skills to write routine reports and correspondence.    
●​ Ability to communicate effectively and creatively. 
 

REASONING ABILITY 
●​ Ability to solve practical problems and deal with a variety of concrete variables in situations where only 

limited standardization exists. 
●​ Ability to solve practical problems and deal with conflict. 
●​ Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 

 

OTHER KNOWLEDGE, SKILLS OR ABILITIES 

●​ Strong organizational, communication, and customer service skills. 
●​ Proficiency in Google Suite and Microsoft Office and cloud-based business applications.  
●​ Strong attention to detail and ability to prioritize multiple projects.  
●​ Ability to manage confidential and sensitive information with discretion. 
●​ Demonstrate care, compassion, and patience when working with adults with special needs. 
●​ Possess and demonstrate the personal qualities of integrity, credibility, and a commitment to a passion 

for the Cornerstone mission. 
●​ Have a clear background check with no related offenses. 

 
 

PHYSICAL DEMANDS 
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Office and HR Manager 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 

●​ The employee must frequently lift and/or move up to 25 pounds.  While performing the duties of this 
Job, the employee is regularly required to sit; reach with hands and arms and talk or hear. The 
employee is frequently required to stand and walk. The employee is occasionally required to climb or 
balance and stoop, kneel, crouch, or crawl. 

 
 
This job description should not be construed to imply that these requirements are the exclusive standards of 
the position. Incumbent will follow any other instructions, and perform any other related duties, as may be 
required of by the supervisor. 
 

 

__________________________________           ________________________________             _________ 

Acknowledged: Employee Full Name​                Employee Signature: ​ ​ ​            Date: 

 

 

__________________________________           ________________________________             _________ 

CR Representative Full Name​ ​                CR Representative Signature: ​ ​            Date: 

 
 
*Signature confirms the employee presented with and understands position description and agrees that he or she can perform the 
essential functions of the job with or without reasonable accommodation in accordance with the Americans with Disabilities Act of 
1990. 
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