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About CVAP:

Be a part of the team with this rewarding employment opportunity in an established Applied Behavior Analysis program that works with children diagnosed with autism.  For over 20 years, CVAP has served individuals with developmental disabilities including Autism, PDD-NOS, Asperger’s Syndrome and many others.  Applying the science of Applied Behavior Analysis, our service to individuals and their families is widely accepted and sought.  Now we need your help to continue to serve families in the San Joaquin, Sacramento and Stanislaus Counties.  Additional information about our company can be found on our website at www.cvapinc.org.
Human Resources Coordinator
· Assist Human Resource Supervisor
· Recruit and hire staff for San Joaquin, Stanislaus, and Sacramento Counties (Requires some travel)
· Perform new hire orientations.
· Input new hire employees into NPAWorks, ADP, and Mailchimp.
· Collect and maintain I-9 and W-4 forms on all employees.
· Maintain and Track Absences, Tardies, Infractions.
· Perform employment verifications.
· Provide staff with information on State Disability and Paid Family Leave.
· Track Probations and Leaves of Absence.
· Track Diploma's and Degree's, Training (ISTW, BCBA, CPR, First Aid, Sexual Harassment).
· Contact employees prior to expiration of TB, License, Insurance, Registration, etc. 
· Send CAN NOT WORK e-mail to Supervisors as needed.
· Communicate with staff regarding pre-tests and post tests for internal positions.
· Assist with employee e-mail communication, including the following:
· Admin prepared infractions
· Due dates for required documentation

· Input employee feedback.
· Setup and maintain medical files for employees as needed electronically.
· Assist with employee requests as needed. Direct EE's to website or proper contact.
· Daily, Weekly, and Monthly reports as needed. 
· Assist with company events as directed. 
· Filing, scanning, errands.
· Open communication with all levels of staff.
· Other duties as assigned.

Skills Required:

· Knowledge of NPA Works a plus

· Must thrive under pressure or deadlines

· Must have excellent organization and tracking skills.

· Must have excellent people skills; be friendly, helpful and courteous

· Must communicate written and verbally in a professional and clear manner

· Must know Outlook, Excel, Word, and have ability to learn other programs.

Hours: Monday – Friday 8:00 am – 5:00 pm (1 hour lunch)

Wages: $14-$16 per hour

Benefits: Paid Vacation, Sick and Holiday time after 90 days

Insurance: Medical, Dental, Vision as well as Colonial Supplemental after 90 days

401k: Eligible after 1 year of service
