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Part-Time Human Resources Specialist 

The Vietnamese Association of Illinois (VAI) is a state-wide organization serving thousands of diverse 

ethnic refugee and immigrant communities in the Chicagoland and DuPage county. Our mission is to 

foster unity and solidarity among Vietnamese people in Illinois. VAI has assisted in the resettlement of 

families, to apply for citizenship, build community, and increase civic engagement.  

In that spirit, the Human Resources (HR) Specialist will take a with a community-approach to support in 

the development and execution of the overall provision of Human Resources services and policies. 

RESPONSIBILITIES:  

 On-board new hires and administering pay, benefits, and leave, and enforcing company policies 

and practices; 

 Provide guidance to leadership team on the organization’s human resource and talent strategy, as 

it relates to current and future talent needs, recruiting, retention, and succession planning; 

 Provide support and guidance to management, and other staff when complex, specialized, and 

sensitive questions and issues arise; 

 Analyzes trends in compensation and benefits; researches and proposes competitive base and 

incentive pay programs to ensure the organization attracts and retains top talent; 

 Oversees employee disciplinary meetings, terminations, and investigations in accordance with 

company policy; 

 Maintains compliance with federal, state, and local employment laws and regulations, and 

recommended best practices; reviews policies and practices to maintain compliance. 

QUALIFICATIONS: 

 Excellent interpersonal and conflict resolution skills in community settings; 

 Experience working with personnel from diverse ethnic and racial background, with keen 

cultural-competency; 

 Excellent verbal and written communication skills; 

 Excellent organizational skills and attention to detail; 

 Ability to prioritize tasks and work collaboratively and independently; 

 Strong knowledge of employment-related laws and regulations; 

 Proficient with Microsoft Office Suite or related software. 

 Proficiency with or ability to quickly learn the organization’s HRIS and talent management 

systems. 

 Ability and willingness to occasionally work irregular hours, including evenings and weekends as 

need arises. 

 Bachelor’s degree in Human Resources, Business Administration, or related field required. 

 A minimum of three years of human resource management experience preferred. 

 Strongly preferred: SHRM-CP or SHRM-SCP certification. 

Job Type: This is a part time position based at VAI’s Chicago office.  

 

If interested, please submit a cover letter and resume with three references to InfoVAI@hnvi.org with 

“Human Resource Specialist Candidate” in the email subject line. 
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VAI is an equal opportunity employer committed to fostering a diverse and equitable environment. VAI 

does not discriminate on the basis of race, color, national origin, sex, gender identity, religion, sexual 

orientation, age, disability, parental status, veteran status, or any other protected status under applicable 

laws. We encourage individuals of all backgrounds to apply.  


