
Position Title:   Human Resource Director 
Department: Administration & Finance 
Reports to: Chief Operating & Financial Officer 
Supervises: Human Resources and Operations Coordinator 
Location: Washington, DC 
Date Prepared:  June 21, 2018 

Overview 
The Land Trust Alliance is the voice of the land trust community. As the national leader in policy, 
standards and education, we work passionately to support land trusts across America so they can save 
more land and better serve their communities.  

Our natural places and working lands are a lifeline to clean air, water, food and good health. These lands 
also bring us together, inspire us and provide opportunities to recreate and recharge. The land trust 
community is a crucial component in this equation. With important places under continual threat, land 
trusts need access to the best tools, information and policy advocates. Armed with a diverse network 
and valuable resources, the Alliance is the land trust community’s source for the knowledge and 
capabilities they need to reach their goals. From tax and funding policies on Capitol Hill to innovative 
ideas, partnerships and initiatives, we ensure our land trust members can always be heard and achieve 
more.  

The Alliance is committed to building the constituency for conservation. Our team focuses on building 
the communication capacity of land trusts while using the Alliance’s communication channels to build 
public support and political influence in favor of private land conservation. At the same time, we work to 
elevate and promote the work of the Alliance and its programs to our members, funders and other key 
stakeholders. 

Summary Description 
The human resource director is responsible for providing strategic human resources management by 
developing, implementing and maintaining human resource policies, procedures, programs and services 
for the Land Trust Alliance and its’ supporting organization, the Land Trust Accreditation Commission. 
He/she performs all functions associated with employee benefit programs, employee relations, training 
and professional development, recruiting/hiring and employment law compliance. This individual plays a 
key role in fostering an organizational culture that is appreciative, values learning, and is intensely 
mission focused. He/she supervises the human resources and operations coordinator. He/she reports to 
the chief operating & financial officer. 

Specific Responsibilities 

 Develop and implement human resource strategies related to recruitment, orientation, training and
development, performance management, employee relations and staff retention.

 In partnership with the chief operating & financial officer, annually review employee benefit
programs, manage open enrollment and periodically assess overall employee compensation to
ensure that the organization remains competitive and attracts and retains quality staff.



 
 

 Process payroll through 3rd-party payroll processor and ensure the organization complies with all 
registration and reporting requirements for all states in which it employs staff.  

 Work with senior leadership to provide guidance around HRIS software for future selection and 
implementation. 

 Annually review and make recommendation to the chief operating & financial officer on 
improvements to the Employee Handbook, the Procedures Manual, Business Recovery Plan and 
other related documents to ensure that they meet the needs of the organization. Research, create 
or update these policies, as needed. 

 Communicate changes in personnel and other policies and ensure proper compliance.  

 Provide human resources support and mentoring for staff, including facilitating resolution of 
conflicts and resolving benefit related questions and issues. Work directly with supervisors to assist 
them in carrying out their responsibilities on personnel matters. 

 Coordinate and assist supervisors with annual employee evaluations and 90-day assessments for 
new hires, and conduct exit interviews with separating staff. 

 Convene a staff team to develop the agenda and manage logistics for all employee engagement 
activities.  

 Ensure compliance with federal, state and local legal requirements by staying abreast of new 
legislation and consulting with legal advisers. 

 Maintain professional human resources knowledge by attending conferences and educational 
workshops; reviewing professional publications; establishing personal networks; and participating in 
professional societies. 

 
Qualifications 

 Bachelor’s degree and a minimum of 6-8 years of human resources management experience. 

 MBA or Master’s degree is a plus. 

 Experience creating and sustaining a diverse and inclusive work environment and a strong ability to 
interact effectively with people of diverse backgrounds. 

 Prior experience managing professional development software and build out of courses preferred 

 Highly developed interpersonal skills to handle sensitive and confidential situations, and facilitate 
conflict resolution. 

 Attention to detail in composing materials, establishing priorities and meeting deadlines. 

 Strong verbal and written communications skills with a proven ability to collaborate, manage people 
and cross-functional teams, and interact effectively with people at all levels of the organization. 

 Strong project management skills. 

 Good sense of humor and ability to create a positive work environment  

 Personal and professional integrity.  

 Commitment to the Land Trust Alliance’s mission and goals. 

 Proficiency with a variety of software applications including the Microsoft Office Suite, HRIS, LMS, 
and payroll software applications. 

 
Compensation  
Competitive salary and benefits provided. 
 
 
 



 
 
 
 
Contact  
Send resume and cover letter, via email to hr@lta.org. If email is not an option, applications will be 
accepted by mail to Human Resources Manager, Land Trust Alliance, 1250 H Street, NW, Suite 600, 
Washington, DC 20005. 

 
The Land Trust Alliance’s mission is to save the places people need and love by strengthening land 
conservation across America.  The Land Trust Alliance is an equal opportunity employer and does not 
discriminate on the basis of race, creed, color, national origin, sex, sexual orientation, age, disability or 
marital status. 
 


