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JOB POSTING 
 

Operations/HR/Retail Store Manager 
 

Title: Operations, Human Resources, and Retail Store Manager 
Classification: Full-time position 
 
Organization: Adirondack Center for Loon Conservation 
 
Mission: The Adirondack Center for Loon Conservation conducts scientifically driven research and engaging 
educational programming to further the conservation of Common Loons in and beyond New York’s Adirondack 
Park.  With the loon as our centerpiece, our work encompasses scientifically driven research on loon health and 
population dynamics; educational outreach to residents and visitors in the Adirondack Park; wildlife biology and 
conservation training for college students and volunteers; and conservation and management activities related to 
maintaining robust populations of Common Loons in New York State and throughout North America.   
 
Website: www.adkloon.org 
 
Location: New York State's Adirondack Park (Saranac Lake) 
 
Position Description: The Adirondack Center for Loon Conservation (ACLC) seeks a proactive, self-motivated 
and detail-oriented person to provide coordination of the organization’s day-to-day, human resources, and retail 
store operations. This position provides administrative, financial, retail, and program support for the ACLC. The 
position is essential to the efficient operations of the ACLC in support of its mission to promote the conservation 
of Common Loons in and beyond New York’s Adirondack Park. Reporting directly to the Executive Director, the 
Operations, Human Resources, and Retail Store Manager will work closely with the ACLC accountant, manage 
our human resources and benefits programs, coordinate the retail operations of the Adirondack Loon Center, and 
be an integral member of our staff. 
 
Based in Saranac Lake, NY, the ACLC has recently become an independent nonprofit organization. This position 
is of central importance to managing our administrative operations. Working with the Executive Director, this 
position's primary responsibility is to ensure organizational effectiveness through managing the ACLC’s HR and 
benefit programs, the retail operations of the Adirondack Loon Center, the administrative needs of the ACLC, and 
maintaining daily financial reporting.  
 
The ACLC conducts a variety of research studies and education programs on the ecology of and conservation 
concerns affecting the Adirondack Common Loon population. Educational exhibits will be housed in its 
Adirondack Loon Center in Saranac Lake, which also contains a small retail store. Please see www.adkloon.org 
for more information. 
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Role: 

 Manager of the ACLC’s work environment, including physical office space, operational systems, 
processes and policies, including the Employee Handbook/Policy Manual 

 Manager of the ACLC personnel files, and organizational archives 

 Management of accrued employee benefits 

 Manager of the ACLC retail in-house and online operations  

 Manager of the ACLC’s insurance needs in collaboration with the ACLC Executive Director 

 Manager of the ACLC’ contract requirements 

 Assisting in the billing/invoicing to funding agencies 

 Responsible for maintenance of the ACLC’s bookkeeping records, in collaboration with the ACLC’s 
accountant 

 
Organizational Effectiveness:  

 Establish procedures for increased office efficiency and coordinate staff engagement in such  

 Update organizational policies and procedures as needed and maintain compliance with those policies 

 Assist staff with computer/software training and processing 

 Track all staff time/payroll and submit related reports to the ACLC accountant 

 Maintain daily staff schedules and organization calendar 

 Negotiate contracts related to the work environment with outside vendors including phone, IT, office 
equipment, etc. 

 Provide quality administrative assistance to Executive Director and other staff as needed 

 Maintain ACLC's archival and administrative files 

 Coordinate with the ACLC accountant and Executive Director to administer payroll and employee 
benefits and organizational insurance 

 Manage grantor contracts and reimbursement requests 

 Ensure that accounting issues are resolved and communicated in a timely manner to internal and external 
parties 

 Work with the ACLC accountant to prepare documents required for the annual review and be a liaison 
with all outside vendors 

 
Retail Management: 

 Maintain and manage retail inventory  

 Maintain point of sale inventory tracking system 

 Maintain operations of retail and on-line store, including display and pricing of inventory 
 
Qualifications: Our ideal candidate will be friendly, social, outgoing, positive, passionate, cool under pressure, 
detail and deadline oriented, a quick learner, multi-tasker, have a great sense of humor, and willing to do what 
needs to be done to make things happen. If you are happy to leap in and get your hands dirty, and don’t know the 
meaning of “not my job,” then we are looking for you!  
 
Additionally, you should: (1) possess superior interpersonal, verbal, and written communication and 
organizational skills; (2) have excellent time management skills with the ability to work swiftly, accurately, and 
independently in a fast paced environment, juggling multiple projects simultaneously with the ability to prioritize; 
(3) display resourcefulness and independence; (4) be capable of maintaining a high level of confidentiality and 
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discretion; (5) have expertise with Microsoft Office, particularly Word and Excel, and familiarity with 
Quickbooks; (6) have the ability to work as a team player, work with multiple constituencies, and mentor 
volunteers and interns; and (7) be genuinely excited and enthusiastic about learning and pushing technical 
limits/finding new solutions. 
 
Requirements: 

 Bachelor’s degree; advanced degree in relevant field, (including business, bookkeeping, human resources, 
and/or retail operations) preferred 

 3-5 years of related professional and retail experience 

 Demonstrated competency in computer applications, including all Microsoft Office products, payroll 
applications, point of sale systems, and Quickbooks 

 Demonstrated teamwork and experience in collaborative work setting 

 Able to create an atmosphere of mutual respect and open communication 

 Superb attention to detail 

 Multi-tasking ability with time management skills and superior ability to prioritize with high volume 
workloads and the ability to consistently meet deadlines 

 Highly professional with a strong work ethic 

 Ability to maintain professional relationships with various stakeholders, including staff, the ACLC Board, 
program partners, and donors 

 Familiarity with New York’s Adirondack Park a plus 

 A commitment to the mission of the Adirondack Center for Loon Conservation 

 Ability to work in self-managed projects or as a team player 

 Ability to adapt quickly to challenges and changing environments 

 Recognized as a creative and practical problem-solver 

 A valid driver's license and access to a vehicle for travel required.  

 Some travel and the flexibility to work occasional evenings and weekends for ACLC events, required, 
particularly during the summer.   

 
Benefits: The Adirondack Center for Loon Conservation offers a competitive salary commensurate with 
experience and a benefits package, including vacation, holidays, retirement, and health insurance, plus visiting 
with loons! The ACLC is an equal opportunity employer and welcomes candidates from diverse backgrounds. 
This position is contingent upon funding. 
 
Salary: Commensurate with experience. 
 
Start date: April, 2018 
 
How to Apply: Please send a cover letter (required!), resume & references to: info@adkloon.org. No phone calls 
please.  
 
Application deadline: 3/25/18 


