Part-time HR Coordinator
Basic Information
● Part-time position (20 hours) with flexible start date in June of 2022.
● Downtown Raleigh office location (Raleigh Founded - Capital Club)
● This opening will remain posted until the role is filled by a quality
candidate.
Responsibilities:
1. Accountable for leadership of recruitment & external HR efforts
a. Manage & lead promotion of active recruitment, hiring processes
& ensure improves each time, including significant promotion of
each role & being present at local events
2. Accountable for company culture & leadership of internal HR efforts
a. Manage payroll, compliance, conflict resolution, contract
development, team member on-boarding + off-boarding, and
lead culture + team building initiatives including outings &
retreats
Skills and Qualifications
● Highly preferred at least one year experience in HR, Administration,
and or Operations.
● At least one year experience managing payroll preferable but not
required
● Associate’s or Bachelor’s Degree preferable but not required
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●
●
●
●

Strong written and verbal communication skills
Reliable and resourceful
Able to nurture a growing team
Optional: Project management experience with any of our software
platforms (ClickUp, Quickbooks, Sling, Zoom).

Who You Are
●
●
●
●
●

Reliable
Open-minded
Tactful
Organized
Proactive

Compensation
● This position will be compensated hourly at a competitive rate
commensurate with experience. Hiring range: $20/hr - $22/hr
depending on applicable experience and capabilities.
Perks & Benefits
● Healthcare: We are proud to offer comprehensive group health
insurance coverage for all part-time and full-time employees. After a
standard 90-day probationary period, you can choose to enroll in our
health insurance coverage with BlueCross BlueShield of North Carolina,
and we will cover half of all the premiums for your healthcare.
○ Plans include 24/7/365 access to telehealth for a low co-pay of $10.
○ The BlueCard network includes: over 92% of all providers and 97%
of all hospitals in the U.S.
● Paid Holidays: We have eight paid holidays in each calendar year.
● Paid Maternity & Paternity Leave: For part-time and full-time
employees, we will provide 6 weeks of paid maternity leave to new
mothers, or adoptive mothers, and 2 weeks of paid paternity leave to
new fathers, or adoptive fathers, to spend quality time with family. Part
time employees will receive paid time off for their regular schedule.
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● Ideal location: Raleigh is a great place to be: a big enough city that
always has something cool going on, with a reasonable cost of living.
Surrounded by forests and lakes, Raleigh has tons of great parks and is
only a couple ours from the mountains and the beach. Our office is
located in the heart of downtown just steps from the Capital, close to
great bars, restaurants and places to live. We call the eleventh floor of
the historic Capital Club building home, with panoramic views of
downtown in every room of our office. Downtown close to great bars,
restaurants and all the city has to offer.
● Vibes: This engagement will provide you Raleigh Founded
membership benefits including 24/7 access at multiple locations in
Raleigh and access to events and discounts.
● Education: Ample learning opportunities and a chance to dive in and
help grow an agency quickly.
● Fun: Rotating beer on tap including Brewery Bhavana and Trophy,
brewed Counter Culture coffee + tea, office snacks
● Gear: We will allow you to rent our photo, video, and audio gear at very
discounted rates for your own projects, and help make sure you have
the tech you need to be productive.
● Growth: We believe that this arrangement should be truly mutually
beneficial. You will work with our team to decide on individual success
criteria at the start of the engagement and we will help you measure
and reflect on your progress along the way.
● Free TSA PreCheck/Global Entry: We will cover the cost of enrollment
in either program once every 4 years so you can breeze through
security lines when you travel for business or pleasure.
● Panoramic views: Large windows overlook the heart of downtown
Raleigh.
● Team Outings: Twice a year, we spend an afternoon together away
from the office doing fun activities like zip-lining, going to an escape
room, or volunteering.
● Team Retreats: Twice a year, we spend a few days together away from
the office to take a trip together to a fun destination, retreating from
the daily grind to rest and recharge and get to know each other better.
We also provide personal and professional development sessions
during the retreats so that you can better yourself.
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● Personal & Professional Development: Each part-time and full-time
team member is given a $250 discretionary budget to reimburse
reasonable approved expenses related to personal development
opportunities, such as books, courses, travel/accommodations/tickets
for industry events or conferences, etc per calendar year. The only
requirement is that you give a presentation to the team about what you
learned.
Our Story

🚀From humble beginnings in 2008, today we have two business units.

● 9miles Media, a top creative agency with experience partnering with
companies from high-growth startups to multi-billion dollar brands to
help achieve profitable growth across multiple industries.
● LeadBoss, a marketing automation company that provides software &
service to online course creators and fitness studios.

Our offices are located in the heart of downtown Raleigh in the Capital Club
location of Raleigh Founded – a historic 1920s building turned modern
entrepreneurial coworking community. Here you’ll find incredible panoramic
views of the city skyline, beer on tap, ping pong, and coffee brewing 24/7. We
get work done, but we always have a good time in the process.
At heart, we are a creative organization that fosters a culture of inclusivity and
collaboration at all levels, with an emphasis on growth from within and radical
ownership. We consider our teammates to be family, so while we do work
hard, we respect each other’s time.
It’s exceedingly rare that we work late or on weekends and when it does
happen we are transparent as to why and happy to make up for it with
additional schedule flexibility. The small size and collaborative nature of our
agency provides the ideal environment for our team members to absorb
knowledge through all stages of the creative process as we execute on big
ideas for our clients.
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This is a fast-paced and ever-changing environment that requires every team
member to demonstrate high levels of pride and ownership in their work
every day.
Our Values
● Lead with Purpose
● Think Big
● Adapt & Overcome
● Be Storytellers
● Build Lasting Relationships
● Grow Together
Opportunities for Growth
At 9miles Media, our team comes first. We believe that every team member
should be uniquely supported in achieving their personal and professional
goals. For us, that looks like each team member outlining specific,
measurable goals, and briefly reporting on progress towards these goals every
two weeks. Team members consider ways to support each other and align
their goals with each other.
What do our team members have to say about working at 9miles?
Our team is filled with unique people, each different in their own way. We
pride ourselves on the support system we’ve created. We want our team to
feel like working at 9miles Media is unlike anywhere else, and we believe we
accomplish just that each and every day.
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“It’s like a big group of friends”
“Everyone supports each other, there are no cliques, and we genuinely care
about each other.”
“The family atmosphere that the team promoted and all of the ways they
showed appreciation for their people really sparked my interest. I loved that
every person I spoke with [in the interview process] demonstrated such clear
passion for their work and what 9miles Media stood for. It was clear that this
was an opportunity I couldn’t pass up.”
When surveyed anonymously, 90% of our team members said they saw
themselves working at 9miles long term.
So if you’re looking for a true family atmosphere, filled with passionate people
who love what they do, look no further. We look forward to getting to know
you!
How to Apply
● Review our website, social media platforms, and One More Mile series to
become familiar with our agency.
● Record a 60-second video telling us why you want to work here. It
doesn’t have to be anything fancy, but creativity is key.
● Visit https://9milesmedia.com/careers to upload your resume, cover
letter, and video.
● We’ll be in touch within 1-4 business days!
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