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Human Resources Manager 
Child First National Program Office 

Trumbull, CT 

Reports to: Job Classification 
Chief Operating Officer Half Time (20 hours), Exempt 

General Job Summary 
The Human Resources (HR) Manager is responsible for maintaining and enhancing the organization's 
human resources by planning, implementing, and evaluating employee relations and human resources 
policies, programs, and practices. 

About Child First 

Child First, Inc. functions as the National Program Office (NPO) for the model’s network of 23 affiliate 
sites in Connecticut, Florida, and North Carolina that are authorized to implement the Child First model, 
serving approximately 1,400 families in 2016.  Established in 2012, the NPO oversees the replication of 
the Child First model, including selection of sites, training, data analysis, and monitoring of fidelity to the 
model.  The organization currently has a budget of $5.6 million and 16 employees.    

The Child First model is an evidence-based, two-generation intervention that works with very vulnerable 
young children (prenatal through age 5) and their families, providing intensive, home-based services to 
decrease the incidence of serious mental health problems, developmental and learning disabilities, and 
abuse and neglect. Child First provides (1) a psychotherapeutic, dyadic intervention to strengthen the 
parent-child relationship, and (2) care coordination to connect the family to needed services and 
supports.  Child First has been recognized as an evidence-based home visiting model by the U.S. 
Department of Health and Human Services (HHS) under the Maternal, Infant, and Early Childhood Home 
Visiting (MIECHV) Program and rated “Effective” by the National Registry for Effective Programs and 
Practice (NREPP) of SAMHSA. 

Responsibilities 

• Maintain the work structure by updating job requirements and job descriptions for all positions.
• Maintain organization staff by establishing a recruiting, testing, and interviewing program,

counseling managers on candidate selection, managing employee on-boarding process, conducting
and analyzing exit interviews, recommending changes.

• Ensure planning, monitoring, and appraisal of employee work results by implementing the employee
performance management process, monitoring and scheduling individual pay actions, hearing and
resolving employee grievances; counseling employees and supervisors.

• Maintain and enhance employee benefits programs by studying and assessing benefit needs and
trends, recommending benefit programs to management, serving as primary liaison to employee
benefits vendors, directing the processing of benefit claims, designing and conducting educational
programs on benefit programs.
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Responsibilities (cont’d) 

• Ensure legal compliance by monitoring and implementing applicable human resource federal and
state requirements, conducting investigations, maintaining records.

• Maintain management guidelines by preparing, updating, and recommending human resource
policies and procedures, maintain and update employee handbook.

Qualifications 
• Bachelor’s degree required, Master’s degree highly valued.
• A minimum of seven years of progressive leadership experience in Human Resources positions.
• Knowledge and experience in employment law, compensation, recruitment, benefit administration,

employee relations and engagement.
• Outstanding written and spoken communication skills.
• Demonstrated ability to serve as a knowledgeable resource to the executive management team that

provides overall company leadership and direction.

To Apply 

To submit an application, email a cover letter and curriculum vitae to: HR@childfirst.org. Please include 
“HR Manager” in the email’s subject heading. 

Child First, Inc. is an equal opportunity employer. 
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