Rural Action Job Description 

Sustainable Forestry Program Coordinator

Qualifications: Rural Action, Inc. is accepting resumes for a Sustainable Forestry Coordinator.  This position requires the ability to carry out significant responsibilities in a self- directed manner.  Strong organizational skills are required.  Excellent verbal/written communication skills, computer and Internet proficiency, grants writing experience and marketing knowledge are required.  The ability to work with people of diverse backgrounds and an interest in working with low-income communities is necessary.  The ability to work effectively as part of a team and management/supervisory experience is required.  Knowledge of forestry, botany, and/or forest ecology is required.  Knowledge of herbal products is preferred.  Three years of experience in management, forestry or related field or another transferable skill area is preferred.  

Supervision: Conservation Based Development Director

Responsibilities: 

· Develop and maintain efficient and effective office systems

· Implement program activities as described in grant proposals

· Work with the Program Director to develop and implement staff training plan

· Maintain communication and relationships with diverse program partners and colleagues

· Supervise a diverse and dedicated team consisting of 3-5 Americorps*VISTA volunteers and 1 full-time and 3 part-time staff including strategic planning, goal setting, work plans, selection of Americorps*VISTA volunteers and staff, and coordination of team activities 

· Work with Conservation Based Development Director and Development Coordinator to produce grant proposals and conduct other fundraising activities for the Forestry Program

· Develop budgets for the program

· Coordinate program publicity including production of articles for newspapers, magazines and other print media as well as press releases for major events and project milestones

· Work with Program Director and staff on the development of high-quality educational and promotional publications to interpret the forestry program and related topics

· Participate in staff, team and other meetings as appropriate

· Conduct work activities in a self-directed manner, asking for support from the Conservation Based Development Director as needed

· Review press materials and publications produced by the team before they are published

· Oversee the day-to-day office activities (filing, etc.) to ensure an organized, neat, safe work environment for all staff

· Develop a broad knowledge of sustainable forestry, non-timber forest products and the forestry industry 

· Lead staff in membership development activities

· Represent the Forestry Program at conferences, partner meetings, and other public events

· Oversee organizing of workshops, growers meetings, and other events as needed

· Research innovative forest-related rural development and environmental stewardship ideas and models across the country and world

· Conduct program evaluation activities

· Complete monthly, quarterly, and annual reporting

· Interface with other program areas of Rural Action

· Work with Conservation Based Development Director to develop staff knowledge, abilities, and capacity to do effective sustainable and community development work

· All other duties as assigned 

