
 

TITLE  | PEOPLE & LEARNING MANAGER  
REPORTS TO  |  Program & Operations Director 
HOURS  |  30 Hours a week 
SALARY |  $23-$25/hr 
 
OVERVIEW​
The role of the People & Learning Manager is to support the organizational operations across 
programs and data at Treetops Collective. In collaboration with the Program Operations 
Director, Program Managers, and Treetops Team, this role will further the Treetops Collective 
mission by providing human resources and administrative support, database management, 
training and learning services for both staff and concentric leaders. This role will support the 
growth of Treetops Collective through community building, professional development, data 
analysis, and reporting. 
 
HUMAN RESOURCES & STAFF DEVELOPMENT 

●​ Serve as the primary point of contact and Treetops representative for all prospective 
employees, contactors and interns.  

●​ Steward the full candidate and hiring experience at Treetops from role description 
development and recruitment support to phone screening, interview coordination, and  
offer facilitation. 

●​ Manage onboarding of all new staff and Community Leaders including 1-on-1 training 
and small group orientation sessions. Facilitate organizational learning, establish 
rapport and build trust with new team members. Serve as a success coach and source of 
support for all new hires throughout their first three months with Treetops Collective. 

●​ Maintain employee files, collecting employee paperwork, running background checks, 
and ensuring updated employee accounts in Gusto (online HR system).  

●​ Support new staff, Concentric and Collective Care leaders, and contractor training. 
Providing individualized training and support with technology including computer 
literacy, Google Suite, Slack, Asana, BILL cards and printing. This role is the point of 
contact for all technology training, usage and database systems support.  

●​ Lead training and support managers with team accountability in time tracking, time off 
requests, pay-check questions, benefit eligibility, and other HR related issues. 

●​ Coordinate and monitor staff-development activities with support of the Program 
Operations Director. Curate annual staff professional development plan, coordinate 
training logistics, manage RSVPs and training attendance, and facilitate feedback 
surveys and responsive improvement to staff learning. 

●​ Oversee internship engagement throughout fall, spring, and summer terms. Support 
Treetops interns through onboarding, secondary supervision, final showcase, team 
building, and professional development. Collaborate with universities to recruit diverse 
sets of interns and collaborate with research or volunteer opportunities.  
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●​ Manage benefit offerings and contracts with Aflac, retirement plans, and Health 
Stipends. Collaborate with accountants to ensure accurate paycheck withholdings and 
ensure access for new staff as well as transitioning plans at the end of employment. 

●​ Facilitate annual performance review process creating and distributing feedback 
systems and structures, offering training & guidance to managers, and ensuring 
adequate documentation 

 
DATA & LEARNING 

●​ Serve as the data lead for all Treetops programs, ensuring monthly reporting 
compliance, data-informed decision making, and accessible data summaries for 
program staff utilization. 

●​ Spearhead data collection, analysis, and reporting across Concentric and Collective 
Care programs to ensure client-driven program design and decision making.  

●​ Oversee “Remember” database, working alongside program managers to maintain 
contact & organizational records, monthly Encounter checks, update data, and generate 
reports.  

●​ Work alongside the Program Director to develop and enhance the “Remember” 
database in collaboration with the software developer. Identify new feature requests 
and creatively assess how best to use software for Treetops needs. 

●​ Serve as the primary data champion for Treetops Collective in collaboration with Stand 
Together Foundation evaluation coach managing secure data analysis and dashboard 
generation. Attend monthly “data champion” training and coaching support sessions. 

●​ Support managers in data evaluation, closing the loop, and reporting back on program 
data to ensure program effectiveness and improve participant experience. This will 
include annual program deep dives and data-dashboard curation across the 
organization.  

●​ Spearhead DMS data entry, reporting and database management ensuring program 
participant benefits and documentation has been logged appropriately as required for 
state grants.  

●​ Support with additional program data tasks such as conducting or entering program 
survey data, supporting leaders with Remember Encounters, leading orientation training 
on data evaluation, refresher training in how to use data systems and software, and 
narrative report writing for grants as related to program data. 
 
 

QUALIFICATIONS 
➔​ Must have previous human resources and/or program evaluation experience 
➔​ Must be able to communicate with different cultures, experience working in a 

cross-cultural environment preferred 
➔​ Must have very strong attention to detail and strong organizational skills  
➔​ Patience, creativity, and the ability to train or teach diverse learners 
➔​ Strong verbal/ written communication skills 
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➔​ Strong data analysis and reporting skills  
➔​ Strong project planning and coordination skills 
➔​ Ability to work collaboratively, contribute to and work well on a team 
➔​ Strong interpersonal skills and the ability to work with a team 
➔​ Proficiency in Google Suite and work softwares including Slack and Asana 
➔​ Bachelor’s Degree or equivalent experience preferred  

 
BENEFITS 
➔​ Paid Time Off / Rest and Renewal Policy / Floating Holidays 
➔​ Professional Mentorship & Coaching 
➔​ Opportunities for Professional Development  
➔​ Additional employee benefits 

 
APPLY 
Submit a cover letter and resume to taryn@treetopscollective.org. 
 

Updated 10.8.25 
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