
 
 

 

  

 

HR AND BENEFITS MANAGER 

Responsibilities  
 
This position is part-time (30 hours per week) and reports to the General Director & CEO and works 
closely with the Finance, Advancement (Communications,  Development, Information Technology, and 
Marketing), Production, and Artistic departments 
 
Specific duties include administration of Human Resources functions, including but not limited to: 
 

 Partner with team to cultivate and maintain a positive, inclusive, and thriving culture 

 Manage recruiting process (draft job descriptions as needed, externally post open positions, 
monitor recruiting mailbox, communication to applicants, set up interviews, rejection letters) 

 Complete candidate background checks and some referencing (if requested)  

 Conduct new hire orientation in collaboration with the Company Culture Manager  

 Coordinate all new hire and exit processes 

 Maintain new hire handbook and training materials  

 Manage TDO's Worker's Compensation program, partnering with the broker, and research and 
schedule employee safety training programs  

 Administer, maintain and provide employee assistance with company benefit programs, 
including insurance plans (health, life and disability), FMLA, time off, retirement plans and other 
programs/policies  

 Manage employee benefit plan and submit information to third party administrators  

 Assist in developing and implementing new or updated insurance plans/policies  

 Maintain library of organization charts and job descriptions  

 Function as the employee relations liaison and point person for employee HR and benefits 
issues 

 Maintain HR records (job descriptions, candidate files, employee files)  

 Update employee information/compensation with payroll service provider  

 Maintain reward & recognition programs  

 Oversight of the intern process 

 Maintain and update the TDO employee handbook 

 Ensure compliance with labor policies, rules, regulations, and all federal, state and local laws; 
stays current on legal, regulatory and policy developments affecting areas of responsibility and 
communicates any significant changes to key stakeholders 

 
 
 
Candidate Qualities  
 
Traits and Characteristics 

 Aptitude for multitasking, prioritizing, and managing time in a fast-paced environment which 
often presents competing priorities 

 Strong communication, interpersonal, and computer skills 

 Accepts responsibility for accuracy and timeliness of assignments, strong work ethic 
 

 



1/13/2021    2 | P a g e  
 

Skills, Knowledge, and Certification 
 

 3+ years of experience in Human Resources and Benefits 

 SHRM-CP or PHR Certification preferred 

 Understanding of the performing arts work environment 

 Working and collaborating in a Microsoft 365 environment 
 

 

 
Other Considerations  
 
Compensation Competitive salary 

Benefits include health, vision, and dental insurance, vacation time, no-cost parking, 
and professional development opportunities to increase knowledge-base and 
employee retention 

Education Bachelor’s degree preferred, in HR or business related field 
Location Dallas, Texas 
Website dallasopera.org 
Other Part-time (30 hours per week) with work-from-home flexibility 
 
The Dallas Opera values diversity in the workplace and is committed to creating an equitable and 
inclusive work environment where employees are treated with dignity and respect. The Dallas Opera is 
an equal opportunity employer and maintains a policy of non-discrimination with all employees and 
applicants for employment. This position will remain open until a diverse and qualified pool of 
candidates has been identified. Applications from populations underrepresented in the arts are strongly 
encouraged to apply. 
 

To apply, please send a cover letter no longer than two pages and resume to 
recruitment@dallasopera.org, using the subject line “HR and Benefits Manager.” Please send Word or 
PDF file only. 
 
No phone calls please.  

http://www.dallasopera.org/
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