
 

 

HUMAN RESOURCE COORDINATOR 

ABOUT DRI 
DRI is the leading organization of defense attorneys and in-house counsel. Membership in DRI provides access to 
resources and tools for attorneys who strive to provide high-quality, balanced, and excellent service to their clients 
and corporations. DRI is host to 29 substantive committees whose focus is to develop ongoing and critical dialogue 
about areas of practice. DRI provides access to resources and tools to grow your practice – members can search a 
database of more than 65,000 experts, attend renowned CLE seminars, conferences and webcasts, network with 
20,000+ like-minded defense practitioners and more. 
 
POSITION SUMMARY 
The Human Resource Coordinator will run the daily functions of the Human Resource (HR) department including 
hiring and interviewing staff, administering pay, benefits, leave, and enforcing company policies and practices. 
 
KEY DUTIES AND RESPONSIBILITIES  
Key duties and responsibilities include, but are not limited to:  

 Reviews, tracks, and documents compliance with mandatory and non-mandatory training, continuing 
education, and work assessments. This may include safety training, anti-harassment training, professional 
licensure, and aptitude exams and certifications. 

 Recruits, interviews, and facilitates the hiring of qualified job applicants for open positions; collaborates with 
departmental managers to understand skills and competencies required for openings. 

 Conducts or acquires background checks and employee eligibility verifications. 
 Implements new hire orientation and employee recognition programs. 
 Performs routine tasks required to administer and execute 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. 

 Handles employment-related inquiries from applicants, employees, and supervisors, referring complex and/or 
sensitive matters to the appropriate staff. 

 Attends and participates in employee disciplinary meetings, terminations, and investigations. 
 Maintains compliance with federal, state, and local employment laws and regulations, and recommended best 

practices; reviews 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; and 
 Other duties as assigned  
 

REQUIRED SKILLS/ABILITIES 
 Excellent verbal and written communication skills. 
 Excellent interpersonal, negotiation, and conflict resolution skills. 
 Excellent organizational skills and attention to detail. 
 Excellent time management skills with a proven ability to meet deadlines. 
 Strong analytical and problem-solving skills. 
 Ability to prioritize tasks and to delegate them when appropriate. 
 Ability to act with integrity, professionalism, and confidentiality. 
 Thorough knowledge of employment-related laws and regulations. 
 Proficient with Microsoft Office Suite or related software. 
 Proficiency with or the ability to quickly learn Paycom. 
 Proficiency with or the ability to quickly learn Empower Retirement 
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QUALIFICATIONS 
 Bachelors degree in Human Resources, Business Administration, or related field required. 
 0-3 years of human resource management experience preferred. 
 
WORKING CONDITIONS 
 This position works 40 hours per week Monday through Friday around core business hours 
 Some travel may be required 

EQUAL OPPORTUNITY EMPLOYER 
DRI provides equal employment opportunity without regard to race, color, creed, gender and gender identity or 
expression, age, mental or physical disability, medical condition, including pregnancy and childbirth, religion, 
national origin, marital status, sexual orientation, ancestry, genetic information, political belief or activity, veteran 
or military discharge status, or any other basis protected by local, state or federal law and regulations under Title 
VII.  
The policy applies to all employment practices, including but not limited to recruitment, hiring, training and 
development, promotion, transfer, termination, layoff, compensation, benefits, social and recreational programs, 
and all other conditions and privileges of employment in accordance with applicable federal, state, and local laws.  

BENEFITS 
 Life Insurance 
 Medical Insurance 

o PPO/HRA, Prescription Drug Program, HMO, and Prescription Drug Copay are available 
o Dental Insurance 
o Vision Insurance 

 Short-Term and Long-Term Disability 
 Work/Life Balance Program 
 Identify Theft Insurance 
 Up to 15 vacation days per year 
 Up to 12 sick days per year, which accrue monthly 
 Up to two personal days per year 


