Position Description: Conservation Outreach Coordinator

Role:

The Little Forks Conservancy is a land conservation organization whose purpose is the
preservation of natural resources. The person in this position will be responsible for
assisting our conservation efforts and donor engagement in our community. Duties include
donor management, event development and coordination, communications and social
media, public speaking, program support and other duties that share the Conservancy’s
message with the community.

Objectives:

The COC will work with the Executive Director and Conservancy staff to further our work
and strengthen the Little Forks Conservancy. This position will assist with all aspects of the
Conservancy through providing support for our programs. The COC will be responsible for
implementing the Freshwater Society project with assistance from the Land Conservation
Specialist and Executive Director.

Duties and Responsibilities:

This position is a full-time, exempt position. The Conservation Outreach Coordinator will
perform the following tasks as part of their flexible work schedule and must be willing to
work some evening and weekend as needed.

Conservation Program Support

o Assist the Executive Director with initiatives such as the annual fundraising appeal,
membership renewals, special appeals, legacy society and other donor relations
tasks.

e Strengthen and maintain the donor database, including managing members,
campaigns, acknowledgements, and reports.

¢ Assist with the planning and implementation of recognition and cultivation events.

e Preform day-to-day administrative tasks such as writing letters, documenting donor
information, database management, and solicitation

o Create an annual solicitation schedule and coordinate staff member participation on
these efforts.

e Coordinate social media posts, electronic newsletters, and other outreach

communications.

Create and coordinate implementation of new outreach events and ideas.

Coordinate hikes and educational events for Little Forks.

Assist staff members as needed (project support, events).

Represent Little Forks at community and outreach events, and partnership

opportunities in our service area.

Develops, maintains and strengthens working relationships with conservation

partners and collaborations.

Create event graphic flyers and other materials.

Assists with grant writing and business development.

Attends Board meetings as needed to inform members of project status.

Completes additional tasks assigned that support Little Forks’ mission.



Minimum Qualifications: The successful candidate will have:

o Working knowledge of land conservation
Outstanding written and verbal communications skills.
Ability to work in small teams and with community members.
The ability to develop and maintain positive relationships with donors and volunteers
Outstanding attention to detail and a demonstrated commitment to timely completion
of projects.

Preferred but not Required Qualifications
e Bachelor’s degree
e Experience with Adobe Creative Suite, Canva, Mailchimp, Eventbrite and Salesforce

The COC reports to the Executive Director, and works collaboratively with other Little Forks
staff. Compensation range is between $40,000 — $48,500 depending on experience.
Compensation package includes partially funded health care with dental and vision, life
insurance and vacation, and a 3% matching 403 (b) retirement plan upon one year of
service.

How to Apply: For consideration, submit a cover letter and resume to the following

e-mail address: apply@littleforks.org. All documents should be in either PDF or Word document
format. Only electronic submissions will be accepted. Applications will be accepted through July
24, 2026, or until the position is filled.

Please do not inquire about this position by phone directly to the organization, or via
social media.

The Little Forks Conservancy, Inc. is committed to creating a diverse environment and is
proud to be an equal opportunity employer. All qualified applicants will receive consideration
for employment without regard to race, color, religion, gender, gender identity or expression,
sexual orientation, national origin, genetics, disability, age, or veteran status. Little Forks is
also committed to compliance with all fair employment practices regarding citizenship and
immigration status.



