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Overview:  Nestled on 1,400 mountain acres centered around the 30-acre Kanuga Lake, Kanuga offers year-round, full-service conference and retreat 
center, as well as two youth campuses providing summer camps and outdoor education.  We welcome 25,000 guests annually from all walks of life and 
from around the world.  Founded in 1928 and affiliated with The Episcopal Church, Kanuga has been shaped by a true spirit of Christian community.  It 
is reflected in our mission and demonstrated in the personal transformations that occur here.  
 
The Conference and Retreat Center is located beside Kanuga Lake with ample meeting spaces, accommodations and social gathering spaces.  There are 
18,000 square feet of meeting space in 14 spaces, with the largest holding 350 guests’ theater-style.  Lodging includes at 61-room Inn, 39 Historic cottages, 
six Guest Houses and two dormitory-style buildings.  
 
Kanuga Conferences is one of the largest camp and conference center complexes serving the Episcopal Church and the global Anglican Communion. It 
has come to provide a unique set of resources and services to the Church, all of them grounded in its original focus on a special blend of Christian 
hospitality and programs.  Hosting over 35,000 guests, campers and program participants annually, Kanuga employs more than 250 staff during peak 
seasons between May and August.  Throughout the remainder of the year, Kanuga has a year round staff of approximately 125   Human Resources plays a 
critical role in Kanuga’s continued success, being responsible for staff success on a day to day basis.  Recruiting and volunteer coordination is key in having 
an effective community culture and successful organization at Kanuga.  

 
Accountability:  The Apprentice will operate as a Recruiting and Volunteer Coordinator, reporting to the Director of Human Resources.  The Resident 
Apprentice Program Coordinator serves as the liaison between the Apprentice and their work supervisor(s). 
 
Recruiting and Volunteer Coordinator Resident Apprentice Goals: 

 Professionalism:  Offer professional service to our internal and external customers 

 Teamwork: Work effectively with staff and staff teams 

 Trust:  Maintain high levels of trust among your team members in the Human Resource department and others 

 Role Model:  Be the model staff member in what you say and do 

 Communication:  Communicate, learn and give your best effort with enthusiasm 
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Principal Responsibilities: 

 Be on time for work and stay busy with activities that aid in providing professional service 

 Be in uniform when reporting for work - appearance is key 

 Be pleasant and courteous when engaging others – complying with Kanuga’s 5’-10’ rule when encountering guests 

 Demonstrate patience, tact and a welcoming spirit with our internal and external customers, even in difficult situations. 

 Matches and evaluates candidate/volunteer skills to departmental and organizational needs 

 Ensures candidates and volunteers meet required hiring standards for Kanuga 

 Negotiates salary, terms and conditions of employment with candidates per the direction of the HR Director and hiring manager. 

 Assists with initial HR on boarding including the use of Talent Reef, background checks and I-9s. 

 Communicate with managers and employees regularly to establish rapport, gauge morale, and source new candidate leads. 

 Create contacts within the industry. 

 Attend local professional meetings and membership development meetings. 

 Maintain regular contact with possible future candidates/volunteers. 

 Coordinate college recruiting initiatives. 

 Attend career fairs for recruiting and company recognition. 

 Develop working relationships within colleges to aid in recruiting. 

 Give presentations at colleges, attend student group meetings, and increase college awareness of the company before and after career fairs. 

 Lead the creation of a recruiting and interviewing plan for each open position. 

 Efficiently and effectively fill open positions. 

 Conduct regular follow-up with managers and HR director to determine the effectiveness of recruiting plans and implementation. 

 Develop a pool of qualified candidates in advance of need. 

 Research and recommend new sources for active and passive candidate/volunteer recruiting. 

 Build networks to find qualified passive candidates/volunteers. 

 Post openings in advertisements, with professional organizations, and in other position appropriate venues. 

 Utilize the Internet for recruitment. 
--Post positions to appropriate Internet sources. 
--Improve the company website recruiting page to assist in recruiting. 
--Research new ways of using the Internet for recruitment. 
--Use social and professional networking sites to identify and source candidates. 

 Review applicants to evaluate if they meet the position requirements. 

 Conduct prescreening interviews. 

 Maintain all pertinent applicant and interview data in the Human Resources Information System (HRIS). 

 Perform reference and background checks for candidates/volunteers. 

 Assist in writing and forwarding rejection letters. 

 Perform other special projects as assigned 

https://www.thebalance.com/phone-screen-best-practices-sample-questions-1916800
https://www.thebalance.com/human-resources-information-system-hris-1918140
https://www.thebalance.com/what-is-background-checking-1918065
https://www.thebalance.com/rejection-letters-1918042
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Qualifications 

Experience, Skills & Abilities Knowledge 

 Proven candidate sourcing and relationship building skills. 
 Excellent computer skills in a Microsoft Windows environment. 
 Effective oral and written communication skills. 
 General knowledge of various employment laws and practices. 
 Excellent interpersonal and coaching skills. 
 Ability to work with various departments and foster teamwork. 
 Ability to work independently with minimal supervision. 
 Skills in database management and record keeping. 
 Ability to maintain the highly confidential nature of human resources work. 
 Ability to travel for recruitment meetings, college visits, and career fairs and 

maintain a flexible work schedule. 
 Excellent organizational skills. 
 Must be able to identify and resolve problems in a timely manner. 
 Gather and analyze information skillfully. 
 Demonstrate resourcefulness and initiative in dealing with daily assumptions. 
 Experience with recruiting, technical recruiting a plus. 

Undergraduate in Business or 
Human Resources preferred.  
 
Demonstrated understanding of: 

 Human resources 

 Business practices 
 
Interest in Human 
Resources, Hospitality, 
Customer Service, 
Business Management, 
Recruitment, 
Employment law, Non-
profit work.  
 
 

 
 
Measurement of Effectiveness: The Apprentice’s effectiveness is assessed by the Director of Human Resources using three measures: 
 

1. External Feedback solicited from the outside recruiting sources to determine how well their expectations are met. 
2. Internal Feedback solicited from team members, staff and other department managers regarding the performance by the Apprentice 

while pursuing Kanuga’s Human Resource objectives and goals. 
3. Business Results to be measured annually:  

 Success of recruitment goals set by HR Director and Recruiter 

 Extent of staff satisfaction 

 Effective communication to Human Resources Department and other Kanuga departments. Also the consistency of 
following all of Kanuga procedures and policies set by manager and staff manual. 
 

https://www.thebalance.com/recruitment-1918242
https://www.thebalance.com/flexible-schedule-1918130

