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Director, Human Resources 

ImmuneID aims to revolutionize therapeutic drug development by fingerprinting immune disease 
drivers. We are seeking a Director/Senior Director of Human Resources who will act as an 
employee champion, able to assess and anticipate HR-related needs and develop and implement 
successful solutions that help advance the company’s goals. This role is a combination of tactical 
and strategic. The best candidate will have the capacity to evolve with the growing needs of the 
organization, while maintaining the tactical aspects of the HR function. 

Scope 

 
We are seeking a talented, creative, and highly organized, self-starter to join our Human Resources 

team. The Human Resources Director will touch all HR functions and will provide timely and 

exceptional customer service to all employees. This is an outstanding position for a motivated 

individual with 7+ years of experience in human resources. 

 

Job Responsibilities: 

• Develop and implement effective talent acquisition and management programs to attract 

and retain the best talent 

• Coordinates new hire onboarding and off-boarding activities and continues to iterate on the 

process as the organization grows and becomes more complex 

• Leads and supports employee engagement activities and events 

• Partners on talent acquisition activities (draft job postings, phone screens and 

reference/background checks, etc.) 

• Responsible for ImmuneID’s Reward and Recognition program; a working knowledge of 

compensation is a plus. Must be familiar with and have used Radford’s compensation 

databased and tool. 

• Leads ImmuneID’s Co-op program 

• Serves as the HR team’s social media and Intranet liaison 

• Provides counsel to employees regarding questions and problems relating to new hire, exit, 

benefits coverage and HR policies & procedures 

• Oversee the administration of employees benefit plans, seek to improve existing benefit 

offering, and research new programs to maintain the company competitive position in the 

market 

• Develop programs and/or processes in support of employees’ engagement and 

development.   

• Supports annual Open Enrollment process and benefits  

o Reviews benefit invoices for accuracy 

o Stays abreast of and maintain compliance with federal, state and local employment 

and benefits laws and regulations 

• Identifies best practice workflows and streamline processes to increase efficiency across 

the Human Resources function 



 

650 East Kendall St, 2nd Floor, Cambridge, MA 02142 

• Performs trends analysis and aids with creating and presenting reports on key HR metrics, 

both qualitative and quantitative. Metrics may include employee engagement, retention, 

attrition, market changes, and rewards and recognition activities 

• Other 

o Maintain company org chart 

o Complete verification of employment requests and unemployment claims 

o Support the immigration application process 

o Serve as HRIS backup 

 

Qualifications 

• Bachelor’s Degree in human resources or related program  

• SHRM-CP certification preferred 

• At least 7 years progressive Human Resources experience in organizational development, 

talent management and employee and leadership development 

• Prior experience working in -small to mid-sized biotech is highly preferred  

• Demonstrated experience in applying workforce planning knowledge, engagement 

strategies, and succession management 

• Well-developed interpersonal and communication skills and ability to build relationships at 

all levels of the organization 

• Proficiency in Microsoft Word, Excel, PowerPoint & Outlook 

• Key skills and abilities include: multi-tasking, detail oriented, emotional intelligence, 

customer-service oriented 

• Effective in operating in a collaborative, fast paced environment 

• Solid understanding of organizational policies, procedures, and practices as well as current 

state and federal labor and employment laws 

• Demonstrated problem solving, conflict resolution, and decision-making skills 

• Ability to work independently; understands when to escalate issues 

• Proven successful experience working with a broad diverse team of people and works well 

on teams 

 

About us 

ImmuneID brings unprecedented precision and scale to immuno-typing, leveraging proprietary, 

agnostic and high-throughput platforms to identify novel therapeutic targets for a wide range of 

immune and inflammatory diseases. Our initial insights already demonstrate utility in specific 

autoimmunity, oncology, allergy and infectious disease. Founded by Longwood Fund and 

pioneering scientists Steve Elledge PhD, Ben Larman PhD, and Tomasz Kula PhD, ImmuneID is 

supported by a syndicate of biotech investors and headquartered in Boston, MA. 

ImmuneID is proud to be an Equal Opportunity Employer. Our goal is to have a diverse workforce. 

We do not discriminate on the basis of race, age, color, religion, national origin, gender, sexual 

orientation, gender identity or expression, veteran status or disability or any other status protected 

under federal, state or local law. All employment is decided on the basis of qualifications, merit and 

business need. 


