
 

 

Position Description 

Position Title:  Part Time Human Resources Coordinator 
 
Supervisor Title: Chief Financial Officer 
 
Date Updated:  December 18, 2017 
 
Major Functions 
The Human Resources Coordinator provides oversight of the Kansas Humane Society’s Human 
Resources function in conjunction with the Chief Financial Officer and the management and supervisory 
teams.  The HR Coordinator oversees the organization’s employee recruitment and onboarding process. 
Helps position KHS as an employer of choice by developing or assisting with effective strategies for 
employee recruitment, onboarding, recognition, retention, employee relations and performance 
management.  
 
Duties and Responsibilities: 

1. Human Resources:  Supports and interprets Kansas Humane Society HR policies and procedures. 
Manages employment separation process to ensure internal consistency and limit 
unemployment claims.   

2.  
Assists in the development and maintenance of the KHS Employee Manual and communicates 
changes to staff. Works directly with supervisors to assist them in carrying out their 
responsibilities related to HR policies. Counsels employees and assists in the resolution of 
conflicts as needed and in conjunction with the Chief Financial Officer, supervisors and shelter 
managers. 
 
Develops and maintains performance review process to ensure timely and appropriate 
evaluation of employee performance.  
 

3. Staff Recruitment:   Utilize multiple resources for staff recruitment including the internet, KHS 
website, newspaper, career fairs, brochures, and banners.  Collaborate with supervisors and 
managers to develop department appropriate interview questions. 
 
Measures of Accomplishment: 
Staffing levels 
Staff Retention 

 
4. Staff Training:   Provide initial shelter-wide orientation for new staff.  Provide initial 

training/orientation for staff in their area.  Assist Shelter Managers with the development and 
implementation of training protocol for their areas.  Develop and implement user-friendly 
system for documentation and tracking of training provided to staff.    Identify training needs, 
organize, schedule, and participate in KHS staff training.   Create and maintain training schedule 
so topics vital to the health and safety of staff and the animals occur on a regular basis. 



 
Measures of Accomplishment: 
Staff Retention 
Decreased staff injuries 
Continued development of a positive culture 
 

5. Employee Retention: Coordinates and conducts exit interviews to determine reasons for 
employee separations. Analyzes trends and provides feedback to supervisors and directors. 
Oversees employee recognition program. Works with supervisory and management team to 
increase employee loyalty and retention.  
 
Measures of Accomplishment: 
Staff Retention 
Continued development of a positive culture 
 

6. Customer Service:  Provides and models timely, polite, and respectful internal and external 
customer service regardless of the circumstances.  Must remain calm, flexible, and willing to see 
other perspectives.  Provide recognition and support to staff and volunteers for their individual 
contributions to KHS.   Serve as role model for the support of a positive workplace culture. 
 
Measures of Accomplishment: 
Feedback from others (customers, co-workers, volunteers) 
Responsiveness 
Cooperation 
Problem Solving 
 
Position Specifications: 
 
Required:    This position requires 3 – 5 years human resources-related experience, a 
commitment to building a positive and collaborative work environment, and proven ability to 
work with upper-level and entry-level employees effectively. Flexibility, as well as conflict 
resolution and team building skills are a must, as is a respect for the human/animal bond.  A 
background in animal handling is preferred. 
 
Desired:  Supervisory/management experience, experience in the development of staff training 
programs, and knowledge of legal issues related to human resources is preferred. 
 
Work Conditions:    May work in area with high noise level, occasional foul odors, and 
challenging customers.  Physical requirements for the position include standing, walking, lifting 
(50 lbs), carrying (50 lbs), pushing (50 lbs), pulling (50 lbs), climbing, balancing, stooping, 
kneeling, crouching, crawling, reaching overhead, handing, seeing, depth perception, and color 
vision. 
 
Work Hours:   Set 20 hours per week.  1:00pm to 5:00pm preferred, Monday through Friday.  
Hourly position. 
 


