Job Description: Projects / Office Manager – Discovery Coast Greenways Land Trust

· Skill set: project management (planning, evaluating and reporting), interpersonal and communication skills, proposal writing, financial management, public speaking, desktop publishing, database management, webpage development, experience with non-profit organizations, research abilities. 

· Strong writing and computer skills a necessity. 

· Knowledge of land trusts, stewardship, and an ecological background are useful

· Candidate should be environmentally aware with business savvy.  

Fundraising: 

· Research potential funding sources

· Write and submit proposals for funding to federal, provincial, municipal, and non-governmental agencies

· Undertake alternative fundraising campaigns such as special events and individual donor campaigns. 

Project management and promotions: 

· Plan, coordinate, administer, evaluate, and report on programs such as landowner contact, fish counting fences, habitat rehabilitation (terrestrial and aquatic), watershed plans, land protection plans, stream or trail assessments, workshops and seminars, and creation of a recreational greenway network. 

· Manage a volunteer base 

· Participate in hiring processes, manage contractors

· Financial administration  (Simply Accounting) 

· Develop promotional brochures, displays, newsletters, etc. (Power Point, Publisher, Adobe PhotoDeluxe) 

DCGLT Promotion and Representation:

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

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

· Address queries about the Land Trust, provide assistance with Stewardship Options such as conservation covenants

· Write and submit press releases

· Update webpage 

· Attend meetings, create and distribute minutes

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

Local Government Interaction

· Maintain open communication with District of Campbell River staff

· With assistance from the Board, comment on District policies, assist with greenways and watershed planning, and participate in the development permit review process.

