
  

OUR MISSION: Fort Worden Hospitality welcomes visitors to a treasured state asset – Fort Worden State 

Park and Lifelong Learning Center. We connect people to the park’s resources: the lifelong learning 

center campus, the cultural, educational, artistic, environmental, and recreational programs offered by 

the park’s partner organizations; the trails, beaches, and historic batteries. We also provide hospitality 

packages; meeting and events spaces; food service; and lifelong learning programming. 

 

Fort Worden’s Service Philosophy 

• Cultivate a community for anyone to feel welcome at Fort Worden. 

• Attention to detail in every task. 

• Model of integrity in policy and practice. 

• Proactively work to ensure guests and employees want to return. 

 

POSITION SUMMARY 

The Employee Success Manager is responsible for maintaining an environment that enables all 

employees at Fort Worden Hospitality to thrive. By providing a culture that focuses on employee 

empowerment, inclusivity, wellness, and engagement, the Employee Success Manager ensures our 

ability to attract and retain talented, dedicated people that are happy and proud to work at Fort Worden 

Hospitality. The person in this role engages with our team members in all aspects of their employee 

experience, both directly and indirectly. The work includes helping with recruitment efforts and 

building strategies and delivering programs for onboarding, training, benefits adoption and use, and 

addressing team member concerns. The Employee Success Manager tends to the heart of what it means 

for each of us to be a part of the Fort Worden Hospitality team. 

PRIMARY DUTIES & RESPONSIBILITIES 

• Employee Engagement 

o Design and conduct regular group meetings (for example, New Employee Orientations, 

Benefit Reviews, Employee Appreciation Special Events, etc.) 

o Solicit feedback through Team Member Surveys and other avenues 

o Meet and follow up with employees individually to support their success, address 

concerns and provide counsel and advice as needed  

• Recruitment 

o Assist with Recruitment postings, ads, job fairs, and other recruitment efforts 

o Maintain and advise on position job descriptions and pay scales  

• Onboarding 

o Meet with new employees to complete successful onboarding and familiarize them with 

benefits, training, and the help they can expect from Fort Worden’s administration team 
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JOB ANNOUNCEMENT: EMPLOYEE SUCCESS MANAGER 

Full-time, 40 hours per week, FLSA Exempt 

Starting Salary Range: $62,400-68,640  

Reports to Director of Finance and Administration 

 

 



• Training 

o Work with department managers to identify and help design training programs  

o Maintain training requirements for defined positions  

• Benefits 

o Stay current on offered benefits and assist the Leadership Team in designing attractive 

benefit packages 

• Retention 

o Design bonus and other incentive plans for the Leadership Team’s consideration 

o Create career-path advancement plans in conjunction with department managers 

• Concerns Management 

o Develop and communicate our Grievance policies and procedures and help shepherd 

grievances from filing through closure 

• Offboarding 

o Conduct employee exit interviews and provide feedback to department managers 

• Record Keeping 

o Prepare reports relating to HR activities (staffing, recruitment, training, grievances, 

performance evaluations, etc.) 

o Ensure accurate employee HR files are maintained 

o Maintain standard company HR forms, documents, and templates 

o Prepare and maintain company organization charts and employee directory 

• Other duties as assigned 

KEY COMPETENCIES 

Key competencies include compassionate listening and communication; finding joy in helping people; 

approaching conflict with curiosity; crafting shared agreements; thriving in a team-oriented environment; 

being comfortable speaking in groups; practicing service-driven leadership; approaching problem-

solving creatively; integrity, honesty, and adaptability.  

QUALIFICATIONS 

• 2+ years experience in Human Resources 

• Hotel or restaurant experience a plus! 

KNOWLEDGE, SKILLS & ABILITIES 

• Proficiency in core Office 365 Suite required; Gusto and QuickBooks Time a plus 

• Effective and professional oral and written communication skills 

• Able to establish and maintain healthy working relationships with people in the course of work 

• Basic knowledge of various employment laws and practices 

• Excellent organizational skills; able to manage multiple projects and priorities 

• Ability to maintain the highly confidential nature of human resources work 

• Detail-oriented, accurate, thorough, and able to monitor work for quality 

• Works independently with minimal supervision on a broad variety of projects 

• General skills and abilities in project management 

 

 

EEO STATEMENT 

Fort Worden Hospitality is an equal opportunity employer without discrimination because of age, sex, 

color, national origin, marital status, veteran status, sexual orientation, or presence of a 

disability. Pursuant to the Americans with Disabilities Act, Fort Worden Hospitality will make reasonable 

accommodation of working conditions or methods in order to perform the duties of the position. 


