
HUMAN RESOURCES LEADER 

Company: American Meadows 

Location: Shelburne, VT 

Available: Immediately (July, 2016) 

Commitment: Flexible  

Reports to: President 

WHO WE ARE 

At American Meadows, we like to say that we Do Good Through Gardening.  Our primary focus is to be great at 

providing home gardeners with the products and knowledge they need to succeed. We work to accomplish this by 

combining top-quality products, a staff that’s passionate about what we do, the latest in technology and proven 

direct-to-consumer methods. If that sounds intriguing, read on... 

WHO YOU ARE & WHAT YOU’D DO 

The HR Leader (We’d prefer a much cheekier title, like Staff Happiness Jedi, but that’s just us.) has the most critical 

role in our organization.  There are the usual HR-like tasks, such as onboarding, payroll and benefit administration, 

but most importantly, you’d be expected to be the driving force behind our team and culture at American Meadows.  

That means helping this growing company: 

1. Help coach and guide our existing team of 30+, 

2. Find new people with the values and skills we need to continue to grow, and 

3. Be a champion and key steward of our fun, unique and evolving culture.   

To be a fit, you’re someone who’s done this before at the kind of company that people rave about working for.  You 

know how to balance the procedure and nuance of HR administration with the kind of empathy that’s required to 

help marshal a modern workforce.  You don’t need to be a Master Gardener, but you do need to quickly appreciate 

and identify with what we do as that sense of purpose is critical to our culture and success.  As someone who’ll be 

tasked with leveraging our core values, you’ll need to relate to those values.  You’ll work closely with both the 

president and the leadership team and will be expected to be a self-starter, detail-minded and of unquestionable 

integrity.   

Below is an accountability matrix geared towards a +/- 30 hour/week role.  We are flexible in the amount of hours 

but would need someone able to commit a minimum of 30 hours per week.  For the right candidate, we are open to 

full-time, assuming that the candidate is willing to flex into other areas of need within our organization.   

Accountability Priority Time Success Factors 

Culture  

 Work with our Fun Team to organize 
company events. 

 Work with Leadership Team and Fun 
Team to maintain a pulse on the 
organization and suggest and facilitate 
improvements. 

 Work both organization-wide and 
individually to ensure that all 
employees are identifying and 
executing on professional and 
personal growth opportunities.   

1 30% 
 

 Regular events designed to 
both entertain and build upon 
our values. 

 Continue building a culture 
where employees feel 
empowered to be part of 
creating solutions and course 
corrections are made in real-
time before issues fester. 

 A team that is constantly 
working to improve. 



 Help make AMI the best place to work 
in Vermont!  

 A unified team that is aligned 
around our values and goals 
and a workplace where all 
employees feel challenged and 
appreciated. 

HR Administration 

 Maintain employment files. 

 Oversee our evolving handbook & 
policies. 

 Routine employee surveys. 

 Benefits administration.   

 Oversee quarterly review & alignment 
process. 

 Work with hiring managers to oversee 
job approvals, posting and candidate 
management. 

 Onboard new hires. 

 Build & execute a recruiting plan. 

 Become certified in the Predictive 
Index (PI) and administer for both 
candidates and internal roles.   

 Provide exit service for seasonal or 
terminated employees.   

 

2 40%  Hiring and onboarding is done 
in an organized fashion and we 
routinely get to choose from 
multiple qualified candidates. 

 Adherence to all required laws 
and policies around 
employment. 

 The creation and oversight of 
set HR procedures.   

 Outstanding retention rates. 

Finance 

 Process payroll. 

 Oversee our company and individual 
incentive plans.  

 Provide critical checks and balances in 
several elements of our accounting 
processes.   

3 30%  Accurate entries with minimal 
need to oversee/correct.   

 On-time and accurate payroll. 
 

 

Below is a basic overview of the desired qualifications.  If you or someone you know is interested, Step 1 is easy: 

Write a quick summary of the best place you’ve worked and what made it so.  How did you contribute?  What would 

you bring to our organization?  Don’t go overboard – This isn’t a writing exercise, rather a chance to get a sense for 

how you go about your craft.  Also include a resume, but focus on the first aspect as it’s the key to proving that 

you’re the right fit.   

DESIRED QUALIFICATIONS: 

 You need to have done similar work at a dynamic organization.  That’s a must. 

 To be a fit for our culture and the needs of this role, you need to be both outgoing with a high sense of 

empathy. 

 Integrity is a must and you’ll need to have spotless references to vouch for you in this area.   

 Experience with PI, DISC, Myers-Briggs or similar type survey tools is a plus. 

 A high level of proficiency with Excel. 

 Knowledge of benefits administration. 

 Active history with relevant peer and industry groups.   

 Demonstrated knowledge of the intricacies of HR policy.   

 Experience with an accounting or back-office management system is a plus. 



 Detail oriented with exceptional communication and organizational skills. 

 Ability to multitask under time constraints in a changing environment. 

 A love for gardening is always great – it’s what we do and we’ve found that sense of purpose is critical.   

We offer a salary commensurate with experience and an excellent benefits package.  This role does not have any 

direct reports.  Interested candidates should submit a resume and “Step 1” as outlined above to 

jobs@americanmeadows.com 

American Meadows is an Equal Opportunity Employer (EOE). Qualified applicants are considered for employment 
without regard to age, race, color, religion, sex, national origin, sexual orientation, disability, or veteran status. If you 
need assistance or an accommodation during the application process because of a disability, it is available upon 
request. The company is pleased to provide such assistance, and no applicant will be penalized as a result of such a 
request. 
 

mailto:jobs@americanmeadows.com?subject=Software%20Engineer

