
Snyder Village 

Position Description 

 

 

Position Title:  Onboarding and Education Coordinator 

 

FLSA Status  Exempt/Professional  

 

Reports To:  Human Resource Director 

 

General Description 

The onboarding and education coordinator is responsible for developing, coordinating and overseeing initiatives 

which result in effective recruitment, interviewing, hiring, onboarding and retention of Snyder Village 

employees.  This position will also coordinate and oversee ongoing employee education which meets applicable 

regulatory requirements. This position will actively research and apply best practices in order to achieve these 

primary objectives.   

 

Minimum Training and Experience 

Bachelors’ Degree in Human Resources or relevant field.  Experience preferred.   

 

Personal Characteristics 

1. Must possess the ability to represent Snyder Village in a positive, professional and tactful manner.  

2. Must possess the ability to work effectively with all applicants, employees and management staff.   

3. Must possess excellent written and oral communication skills. 

4. Must be enthusiastic, caring, trustworthy, creative, patient, and maintain confidentiality. 

5. Must uphold and exemplify the Snyder Village Mission and Values. 

 

Job Responsibilities, Duties and Authority 

1. Research, plan, develop, recommend and implement policies and activities designed to meet 

requirements of the General Description for this position. 

2. Ensure Snyder Village policies for interviewing, job shadowing and hiring are followed.  Track time 

required to hire and start new applicants. 

3. Conduct/oversee New Employee Orientation program. 

4. Ensure mentoring, onboarding and effective communication take place with new employees per policy.   

5. Conduct new employee feedback surveys per policy and utilize results to improve processes. 

6. Propose and facilitate education and development programs to meet regulatory requirements and Snyder 

Village objectives. 

7. Train and coach managers, supervisors and others involved in employee and leadership development 

efforts. 

8. Conduct follow-up studies of all completed education (including new employee training) to evaluate 

results and plan future programs. 

9. Participate in setting and carry out annual goals for position. 

10. Perform other duties as assigned. 

 

Working Conditions 

1. Works in office area(s) as well as throughout the Snyder Village organization. 

2. Sits, stands, bends, lifts and moves intermittently during working hours. 

3. Is subject to frequent interruptions. 

4. Is involved with staff members, visitors and others in a variety of conditions and circumstances. 

5. Is subject to hostile and emotionally upset individuals. 

6. This is a full-time position.  Days and hours of work are generally Monday through Friday, 8:00 a.m. 

to 4:30 p.m.  Some night and weekend work may be required. 



7. May work beyond normal working hours, on weekends, and in other positions temporarily in staff 

emergencies and to ensure proper care for all residents. 

8. Must be able to lift, pull, push and move equipment, supplies, etc. 

 

Employee Acknowledgement 

 

I have read and understand this position description and will perform the above duties to the best of my ability. 

 

Onboarding and Education Coordinator _________________________________Date_________________ 

 

Human Resource Director____________________________________________Date_________________ 


