
Human Resources Coordinator
Reporting To: Director of Human Resources
Position Type: Full-Time
Contact: joinourteam@ecsonline.org

About ECS
The mission of the Environmental Charter Schools (ECS) is to reimagine public education in low-income
communities of color to prepare conscious, critical thinkers who are equipped to graduate from college and
create a more equitable and sustainable world. Environmental Charter Schools (ECS) is a non-profit charter
management organization with a growing network of free public schools in South Los Angeles. Environmental
Charter Schools create and refine engaging, project-based, environmentally-themed, arts-integrated,
social-justice driven, interdisciplinary curricula and assessments.

Since its inception in 2000, ECS has been providing students with a unique learning experience that utilizes
environmental service learning to inspire our students to find authentic meaning in their studies. ECS now
proudly serves over 1,200 students at two middle schools (Gardena and Inglewood) and two high schools
(Lawndale and Gardena). ECS’ student achievement outcomes include: ECHS Lawndale ranks in the top 2% of
public high schools in U.S. News & World Report, 100% of students graduate high school with the coursework
necessary for admission to a four-year college or university, and 97% of students are admitted into a
four-year college. Most of our students will be the first in their family to graduate from college.

POSITION SUMMARY
The Human Resources Coordinator is responsible for providing Human Resources support for ECS.
The HR Coordinator serves as the main point of contact for employee relations in partnership with
the HR team.

RESPONSIBILITIES
● Fosters culture and climate consistent with ECS’s values and mission
● Supports with verification of employment and reference checks for applicants
● Supports with compensation, benefits and performance management systems
● Provides current and prospective employees with information about policies, job

duties, working conditions, wages, and opportunities for promotion and employee
benefits.

● Monitors local and national policies ordinances, eg. COLA/living wage, meal break
penalties, etc.

● Oversees the maintenance of historical human resource records by implementing
and maintaining a filing system

● Manages workers compensation claims and documentation
● Researches information and gathers data for special reports and projects e.g.

employee handbook, compliance reports
● Assists with the planning and coordination of school wide events, e.g. New Teacher

Orientation, All Sta� meetings
● All other assigned dues

JOB QUALIFICATIONS AND SKILLS

● Bachelor’s Degree required, HR Certification preferred (aPHR, PHR, SHRM)
● 2 years of professional experience in HR administration preferred
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● Ability to work in a collaborative team environment
● Bilingual Preferred, but not required
● Strong and detailed interpersonal communication including verbal, written,

and listening
● Customer Service oriented
● Knowledge of Google Suite, and/or Microsoft O�ce
● HRIS system knowledge preferred
● Ability to work independently while at the same me obtaining input and

direction as needed
● Sincere passion for ECS’s mission and values

This job primarily operates on a school site and in classrooms and utilizes typical o�ce equipment
(computers, phones, photocopiers, etc.). Physical demands include: positioning to lift (should be able
to lift up to 30 pounds to waist high), carry, push, and/or pull, kneel, stoop, crouch and bend.
Generally, the job is 60% Stationary and 40% moving/traversing. Travel required for visits to other
local school sites or the Home O�ce (as needed).

Although ECS is not currently mandating that employees be fully vaccinated against Covid-19, it is
possible that this will be a requirement in the future (subject to state and federal guidelines).

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties,
and skills required of personnel so classified. ECS does not discriminate against individuals on the
basis of age, actual or perceived race, actual or perceived gender, ethnicity, national origin,
religion, disability, or sexual orientation. ECS complies with the Americans with Disabilities Act to
ensure equal access to all qualified individuals with a disability. If you have any questions, please
contact the Human Resource Administrator at (310) 214-3408.
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