
 

People Operations Manager 

The People Operations Manager helps make The FOCUS Group a place where people feel 
supported, encouraged, and equipped to do their best work. 

Reporting to the Chief Financial Officer, this person will lead the oversight of the 
day-to-day work of HR, including hiring, onboarding, benefits, employee records, 
performance reviews, and compliance. Just as importantly, this role will build strong 
relationships with staff, listen well, notice when people need support, and help our values 
show up in the everyday experience of working at The FOCUS Group. 

We are looking for someone who genuinely enjoys people. This person should be 
approachable, thoughtful, organized, and willing to step into both practical needs and 
meaningful conversations. They should be able to care for people while also bringing 
clarity and consistency. 

The right person will help us live out our values of Jesus, Relationships, and Fun in the way 
we welcome people, communicate, solve problems, develop employees, and work 
together. 

WHAT YOU’LL DO 

Care for and Support Our People 

● Build trusting relationships with employees across the organization. 
● Be a welcoming and approachable first point of contact for employee questions, 

concerns, and needs. 
● Listen well and help employees feel respected, and supported. 
● Check in with staff regularly, not only when there is a problem. 
● Help employees navigate changes, challenges, and important transitions. 
● Notice areas of confusion, discouragement, or disconnection and help address them 

early. 
● Celebrate employee milestones, contributions, and examples of our values in action. 
● Help create opportunities for people to connect, enjoy one another, and strengthen 

relationships. 

Help Our Values Show Up in Everyday Work 

● Help make sure our values are reflected in how we hire, onboard, lead, communicate, 
and care for employees. 

● Encourage a spirit of servant leadership, honesty, humility, and follow-through. 
● Develop systems and structures that help leaders care for people well 



 
● Support healthy, direct, and gracious communication. 
● Help employees understand how their individual work connects to the mission of The 

FOCUS Group. 
● Encourage teamwork, creativity, joy, and a willingness to support one another. 

Welcome and Develop Employees 

● Create a warm, clear, and organized onboarding experience for every new employee. 
● Help new employees understand our mission, values, people, systems, and ways of 

working. 
● Check in with new employees during their first several months to make sure they feel 

connected and supported. 
● Manage and develop the performance review process in a way that leads to honest, 

helpful, and encouraging conversations. 
● Help managers give regular feedback and coaching throughout the year. 
● Work with employees and managers to identify opportunities for growth, training, and 

development. 
● Help clarify roles, responsibilities, and expectations when needed. 
● Support leaders as they navigate difficult conversations, performance concerns, and 

team dynamics. 

Lead Hiring 

● Manage the hiring process from job posting through offer and acceptance. 
● Partner with leaders to understand what they need in a new team member. 
● Communicate clearly and warmly with candidates throughout the process. 
● Help candidates experience The FOCUS Group as relational, thoughtful, and 

professional. 
● Look for candidates who are both capable and aligned with our mission and values. 
● Build relationships with strong potential candidates in preparation for organizational 

growth. 

Manage HR Operations 

● Maintain employee records, HR systems, and required documentation. 
● Manage benefits, paid time off, retirement plans, and related employee programs in 

collaboration with the CFO. 
● Help answer employee questions about benefits, payroll, policies, and procedures. 
● Oversee onboarding and offboarding details. 
● Ensure that HR practices are clear, consistent, and compliant with applicable laws. 
● Protect confidential employee information with care and discretion. 
● Regularly look for ways to make HR processes simpler, clearer, and more helpful. 

 



 
Strengthen Communication and Connection 

● Help employees stay informed about organizational updates, priorities, and decisions. 
● Help leaders communicate in a way that is clear, timely, and considerate of employees. 
● Create simple ways for employees to share feedback, ideas, and concerns. 
● Make sure feedback is shared with the right leaders and followed up on appropriately. 
● Assist with staff meetings, gatherings, retreats, and other opportunities that bring 

people together. 
● Help remote and office-based employees feel connected to the broader team 

HOW THIS ROLE REFLECTS OUR VALUES 

Jesus 

Everything we do is grounded in Christ. This person should lead with humility, wisdom, 
honesty, compassion, and a desire to serve others well. 

That means treating people with dignity, telling the truth with grace, doing what we say 
we will do, and seeking what is right even when it is difficult. 

Relationships 

We believe people matter and that strong work grows out of trust. 

This person should enjoy getting to know employees, listening carefully, following through, 
and helping people work through challenges in a healthy and respectful way. 

Fun 

We believe joy is an important part of our work. 

This person should help create space for celebration, creativity, connection, and shared 
enjoyment while helping the team continue to do excellent work. 

WHAT WE’RE LOOKING FOR 

● At least five years of experience in human resources, people operations, employee 
support, or a related role. 

● Strong alignment with the Christian mission and values of The FOCUS Group. 
● A genuine love for people and a desire to help them flourish. 
● Strong listening and communication skills. 
● Good judgment and the ability to handle sensitive situations with care. 
● The ability to be both compassionate and clear. 
● Strong organization, follow-through, and attention to detail. 
● Experience with hiring, onboarding, employee relations, benefits, and HR compliance. 



 
● The ability to build relationships with employees and leaders at every level. 
● Proficiency with Microsoft Office, Google Workspace, and HR systems. 

LOCATION AND TRAVEL 

This is a full-time, salaried in-office position based in St. Augustine, Florida. Occasional 
travel may be required for staff gatherings and retreats. 

BENEFITS 

● 401(k) with matching 

● Health, dental, and vision insurance 

● HSA and FSA options 

● Life insurance 

● Long-term disability insurance 

● Paid time off 

OUR MISSION 

The mission of The FOCUS Group is to advance the kingdom of God by building trusting 
relationships with our clients and providing them with expertise and guidance to 
accelerate the funding of their vision. 

Our vision is to see God “make all things new” through the work of our clients. 

HOW TO APPLY 

Interested candidates should send a letter of interest and resume to The FOCUS Group 
Chief Financial Officer, Lori Gamboa, at lgamboa@thefocusgroup.com. 


