Title: 

Environmental Project Coordinator

Job Summary: 

Under the general supervision of the Office Manager and Board of Directors the main purpose of the position is to take part in environmental project planning, design & implementation for the Discovery Coast Greenways Land Trust.  The incumbent is also required to complete the necessary administrative duties. Frequent training for the EYC is a significant portion of this intern position.

Principle Requirements:

Project planning, design, and implementation: 

· Plan & implement Public Education Programs / environmental awareness (Landowner Contact Program, School Educational Program, Neighbourhood Nature Walks, presentations to local businesses and service clubs) 

· Help co-ordinate land & stream stewardship projects for the E-Team Program

· Take part in environmental field activities (riparian planting, fish habitat restoration, trail maintenance, etc.)

· Create and maintain financial budgets 

· Design promotional brochures, displays, etc. (Power Point, Publisher, Adobe) 

· Create newsletters

· Plan Rivers Day event for the Greenways Land Trust

· Develop an implementation plan for the 25km Recreational Greenways Loop (directly working with the District of Campbell River’s Staff) 

Administrative Duties: 

· Computer Skills: desktop publishing, database management, proposal writing, webpage development, bookkeeping, e-mail

· Research Skills: internet, technical reports, professional contacts

· Communication Skills: interpersonal skills, presentation skills (written & oral)

· Report to the Board of Directors on a monthly basis and as necessary 

· Attend meetings, create and distribute minutes

Fundraising: 

· Research potential environmental funding sources

· Write and submit proposals for funding to federal, provincial, municipal, and non-governmental agencies to help support the Land Trust’s projects and programs.

DCGLT Promotion and Representation:

· Liase with other non-profit organizations, and provide assistance to them where necessary 

· Represent and promote the Land Trust to local service groups and government 

· Address queries about the Land Trust, provide assistance with stewardship options such as conservation covenants

Training:

· Attend environmental training seminars (Fish & Fish Habitat Legislation, Mapping Workshop, Watershed Management, Riparian Planting etc.)

· First Aid & Transportation Endorsement

· Attend communication workshops (conflict resolution, proposal writing, strategic planning etc.)

