
 

Tax Foundation Job Announcement 
Manager of Human Resources 

 

 
About the Tax Foundation  
We’re an 81-year-old nonpartisan, nonprofit located steps from the White House in Washington, D.C. We 
regularly work with policymakers on both sides of the aisle to help fix problems in national and state tax codes, 
and by focusing on effective policies instead of politics, we have curated a reputation as one of the most effective 
policy think tanks in the nation. We use our research and analysis to bring tax changes to the national spotlight, 
foster competition among the states, and advise policymakers on how to improve their tax systems. In 2017, our 
work was cited in 41,052 news articles, including the largest national outlets and the papers of record in all 50 
states. We produced over 70 major reports, and our website got a record 18.8 million views. 

Job Overview  
Tax Foundation seeks a Human Resources Manager to supervise and conduct HR tasks, currently handled by our 
part-time accountant, for our staff of 30. The position will report to our Executive Vice President. 

The ideal candidate would: 
• Have passion for the Tax Foundation’s mission and principles. 
• Ensure planning, monitoring, and appraisal of employee work results by training managers to coach and 

discipline employees; schedule management conferences with employees; hear and resolve employee 
grievances, complaints, and disputes; counsel employees and supervisors. 

• Prepare, update, and recommend human resource policies and procedures. 
• Monitor and implement adherence to applicable human resource federal and state requirements, 

conducting investigations and maintaining records. 
• Advise management in appropriate resolution of employee relations issues. Write and deliver 

presentations regarding human resources policies and practices. 
• Maintain historical human resource records by designing a filing and retrieval system, keeping past and 

current records. 
• Administer employee health/dental/vision insurance, Metro allowances, time off, and other benefit 

programs, and inform employees of benefits by studying and assessing benefit needs and trends; 
recommend benefit programs to management; direct the processing of benefit claims; obtain and evaluate 
benefit contract bids; award benefit contracts; design and conduct educational programs on benefit 
programs. 

• Coordinate open position recruitment, new employee orientation and onboarding, management and staff 
professional training, and exit interviews. 

• Administer performance review and salary administration to ensure effectiveness, compliance, and equity 
within organization. 

• Collaborate with accounting, legal counsel, program directors, and management in duties. 
 
Ideal Skills  

• Degree and/or experience in human resources management 
• Significant knowledge of the principles and practices of human resources management, relevant software, 

and relevant legislation and regulations 
• Ability to read, analyze, and interpret the most complex documents  
• Ability to respond effectively to the most sensitive inquiries or complaints  
• Ability to make effective and persuasive speeches and presentations on controversial or complex topics to 

top management, public groups, and/or boards of directors 
 

Benefits  
Tax Foundation is open to both full-time (40 hours per week) and part-time (20 hours per week) applicants. For 
full-time applicants, Tax Foundation has tentative arrangements for a suitable candidate to be half-time (20 hours 
per week) at our organization and half-time (20 hours per week) at a similarly sized research organization. Part-



time applicants would work exclusively at the Tax Foundation. Salary range for a part-time (20 hours per week) 
position is $35,000 to $40,000, depending on qualifications and experience. Salary for full-time position is 
$70,000 to $80,000, depending on qualifications and experience. Benefits include HSA-based health coverage (TF 
covers an amount equivalent to three-quarters of the silver-level premium and deposits the amount of the 
deductible into the HSA), dental and vision coverage, life/AD&D/LTD insurance, 12 federal holidays per year, 15 
vacation days per year, sick leave, early release on Fridays, and a 401(k) retirement plan (100% match on first 5%). 
 
Applying  
Submit cover letter and résumé at taxfoundation.org/careers. Candidates should indicate whether they are 
applying for a part-time (20 hours per week) position or a shared full-time (40 hours per week) position. The 
position is open until filled. The Tax Foundation is an equal opportunity employer. EOE/M/F/D/V 

Posted May 17, 2018 

https://taxfoundation.org/careers

