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  Job Description 
 
 
 

Job Title: Director of Human Resources 
 

Department: G&A 
Reports To: CFO 
Seniority Level: Director 
Employment Type: Full-time 

 
SUMMARY 

 

Are you interested in jumping onboard at a startup to take HR functions to the next level? Do you enjoy helping 
people and finding win-win solutions? Would people describe you as a positive, self-motivated and energetic 
person? Do you have experience with engaging employees with a remote workforce? We would like to hear from 
you.  

6Connex, a leader in virtual events software, has an exciting opportunity for a hands-on HR leader with talent 
acquisition experience.  We are growing fast and to fuel that growth we are looking for the best and the brightest 
to join our ranks.  The pace is fast and the future is exciting.  We are looking for someone who is ready to put their 
energy and experience to work and make an immediate impact.  The Director of Human Resources position will 
play a central role helping to set and administer company personnel policies and drive company culture 
initiatives. 

Previous experience with remote/distributed workforces and startups is a must. Successful candidates will be 
comfortable rolling up their sleeves and being hands on with their work.  

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Work with the leadership team to set, adjust and maintain clear communications regarding employee 

engagement, culture and company values 

• Provide full-cycle recruitment for open positions including sourcing, scouting external talent, posting jobs, 

pre-screening resumes, scheduling interviews, interviewing, extending offers, checking references and 

running background checks 

• Refine and manage new hire onboarding and orientation to welcome new team members and ensure a 

comprehensive onboarding process 

• Establish and implement HR policies as needed 

• Refine and maintain the employee handbook, new hire documents, personnel folders, etc. 

• Develop and implement annual performance review process  

• Develop career development, compensation and benefit philosophies and initiatives  

• Process multi-state, semi-monthly payroll; experience with TriNet preferred 

• Manage employee benefit program including annual open enrollment 
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• Provide necessary training to employees and managers, as required 

• Responsible for managing employee relation matters including disciplinary action and conflict resolution 

• Act as a liaison between employees and employer to answer questions or respond to concerns regarding 

company policies/practices 

• Maintain and ensure compliance with federal, state and local employment and benefits laws and regulations 

while actively identifying gaps and proposing and implementing changes as necessary 

• Performs other duties as required 

QUALIFICATIONS AND REQUIREMENTS 

• Degree in Human Resources, Business Management or a related discipline 

• At least 5 progressive years of experience in human resources management roles with talent acquisition 

responsibilities 

• Experience working in a remote environment and with a distributed workforce is required 

• Demonstrated experience in Human Resources in multiple states 

• Superb leadership, communication, and collaboration abilities 

• Previous experience with applicant tracking systems 

• Familiarity with social media including LinkedIn 

• Intermediate to advanced computer skills including MS Office Suite including Excel, Google Office Tools, and 

remote collaboration tools (Slack, Zoom, etc.) 

• Must possess a high degree of professionalism, diplomacy and ability to maintain confidentiality 

• Exceptional organizational, time-management and prioritization skills 

• Self-motivated with ability to self-manager and take ownership of tasks ensuring timely resolution 

• Ability to problem solve with moderate supervision 

• Ability to relate and communicate with all levels of employees through excellent listening and communication 

skills that engender trust and support 

• Excellent verbal and written communication and interpersonal skills 

LOCATION 
 

The position is located at offices in the Tech District in beautiful downtown San Antonio. Strong candidates that are 
remote will also be considered. We offer competitive compensation, great career growth potential, and a 
comprehensive benefits package. 

 
ABOUT 6Connex 

6Connex is the leading provider of virtual environment solutions. Our secure, cloud-based platform expands 
audience reach and drives in-depth content engagement for marketing, sales, recruitment, training, and HR 
communities.  Our product portfolio includes virtual environments, learning management, and webinars that are 
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leveraged by customers such as Salesforce, Blackrock, GE, Unilever, United Way, CA Technologies and BambooHR. 
For more information, please visit www.6Connex.com. 

 

Job Type: Full-time  

Benefits: 

● Health insurance 
● Dental insurance 
● Vision insurance 
● Retirement plan 
● Paid time off 
● Flexible schedule 
● Parental leave 


