
 
 

Human Resources Manager 

Summary  

Pacific Whale Foundation is seeking a full-time Human Resource Manager that 
will direct and coordinate human resources activities, such as employment, labor 
relations, benefits, training, compensation and employee services by performing 
the following duties. 

Essential Duties and Responsibilities 

• Recruit, initial interview, test, and recommend potential employees to managers 
for vacant positions. 

• Follow new employees through initial hiring process including completing all 
initial paperwork setup, tests and employee handbook. 

• Manage employee relations issues including performance management and 
coaching, employee grievances and disciplinary issues. 

• Keeps records of benefits plans participation such as insurance and pension plan, 
personnel transactions such as hires, promotions, transfers, performance reviews, 
and terminations.  (Administers benefits programs such as health and dental 
insurance, pension plans) 

• Call and schedule randomly selected staff for drug tests, names randomly selected 
by outside company. 

• Manage injury/insurance claims information process from beginning to end.  
• Prepares employee separation notices and related documentation (cobra), 

conducts exit interviews to determine reasons behind separations and handles 
unemployment claims. 

• Prepares reports and recommends procedures to reduce absenteeism and turnover. 
• Consults HI Employers Counsel to ensure that company policies comply with 

federal and state law. 

 Time permitting Job Duties and Responsibilities 

• Update Employee Handbook to align with current practices and federal and state 
regulations. 

• Create job descriptions/responsibilities for each position. 
• Analyzes wage and salary reports and data to determine competitive 

compensation plan. 
 
 



 

Qualifications  

Qualified candidates should possess the following skills and experience: 

• Bachelor's degree (B. A.) from four-year college or university, Human Resource 
management major preferred.  

• 3+ years HR experience or related experience. 
• Excellent communication skills required to interface with employees and 

management personnel. 
• Ability to promote and maintain positive employee relations and be a trusted 

advisor. 
• Ability to respond effectively to the most sensitive inquiries or complaints. 
• Excellent interpersonal and relationship building skills. 
• Team player with the ability to multi-task effectively in a fast-paced, dynamic 

environment. 
• Excellent written, verbal communication and presentation skills, with a proven 

ability to influence and motivate others for results. 
• Proficient in Microsoft Office products. 

Benefits  

• Up to 50% discount on boat cruises and merchandise from retail store 
• 2 complimentary passes per month on boat cruises 
• Complimentary Maui Ocean Center pass for employee 
• Medical/dental coverage after 30 days 
• Paid vacation accrual after 6 months 
• Paid sick leave 
• SAR/SEP retirement option after 3 years. 

Submit a resume and cover  letter  (email preferred) to: 

Email your resume to: 
Paul W. Skarbo 
Financial Controller 
paul@pacificwhale.org 
 
OR mail to: 
 
Pacific Whale Foundation 
Attn: Paul W. Skarbo 
300 Ma’alaea Road, Suite 211 
Wailuku, Hawaii 96793 


