MENDOCINO LAND TRUST

Job Description – Executive Director

MENDOCINO LAND TRUST MISSION:  The mission of the Mendocino Land Trust is to conserve important natural resources of Mendocino County including wildlife habitat, open space, scenic vistas, working farmlands and forests, and to facilitate public access.  

–Board of Trustees, March 7, 2003
JOB TITLE:
Executive Director

LOCATION:
The Mendocino Land Trust office is located in Fort Bragg, Mendocino County, California, and fieldwork occurs throughout the county.

SUMMARY OF POSITION:  

The Executive Director is the chief executive officer and works under the guidance of the President in consultation with the Board of Directors and the board committees.  The Executive Director is responsible for the successful management of the Mendocino Land Trust so that the organization may succeed in its mission.  The Director should be a strong administrator who is skilled in exercising diplomacy and inclusiveness while working effectively with diverse constituents. Excellent interpersonal skills are essential since continued positive relations with landowners, governmental agencies, donors and staff are necessary for the Land Trust to grow and achieve its goals. Primary responsibilities include marketing, fundraising, outreach, budgeting and staffing.

DUTIES:

· Oversee program of voluntary land conservation, land acquisition, conservation easements, stewardship and monitoring. 

· Direct and conduct fundraising and membership development activities, including designing and implementing fundraising and membership solicitations, and seeking financial support, grants, contracts and other assistance from individuals, foundations, corporations, and public agencies.

· Develop and implement marketing strategy.

· Develop public communications programs including publication of newsletter, news releases and informational materials.

· Oversee the Land Trust’s financial and record-keeping systems.

· Oversee the Land Trust’s legal matters.

· Organize meetings and conferences, and conduct presentations about the Mendocino Land Trust.

· Build and maintain relationships with grantors.

· Work effectively with volunteers.

· Regularly communicate and work closely with the Board of Directors, its officers and committees, including coordination of board and committee meetings, correspondence, event coordination and retreats.

· Direct and conduct organizational management functions, including the preparation and management of budgets, reports, policies and plans, including oversight of financial investments.

· Hire, supervise, motivate and develop staff, and evaluate and ensure training of staff in the performance of their assigned duties. 

· Manage all agreements and contracts entered into on behalf of the Land Trust: track and meet deadlines, submit invoices/budget updates, and produce reports.  

· Develop collaborative relationships with local, regional, and state conservation agencies and organizations.

QUALIFICATIONS:

· A four-year degree is desirable, preferably in natural resources management, business administration or a related field and/or a minimum of three years of management including supervision of employees in resource management, business, non-profit management, fundraising, real estate, marketing or a related field.  

· Ability to combine sound business sense and judgment.  

· Effective time management skills.

· Proficiency with computer applications.

· Effective writing skills, including grant applications.

· Ability to interact well with a wide variety of people, including a diverse Board of Directors, staff, landowners, government officials, the press, scientists, donors, and the general public.

· Proven experience with fundraising and management of a non-profit organization.

· Very strong communication skills. Duties will include including public speaking and the ability to represent the Land Trust in public forums.

· Ability to manage, motivate, and direct staff and volunteers.

WORKING CONDITIONS:
Work is performed in an office as well as in the field.  Travel is required to meetings, speaking engagements, workshops, professional associations, and other events requiring Trust representation.

SALARY/APPLICATIONS:

Salary: Competitive.  To Apply: Send a one-page letter of application and resume with salary and employment/educational history, current affiliations and contact information for three to five recent references.  The letter of application must speak to education or document experience in some combination of organizational development, natural resources, land trust and non-profit service.  Questions about the application process and the organization should be directed to:

DeeLynn R. Carpenter, Interim Administrative Director

Mendocino Land Trust, Inc.

P O Box 1094

Mendocino CA 95460

E-mail:  mlt@mcn.org

Telephone: (707) 962-0470

FILING INSTRUCTIONS:

The letter of application and resume must be received or postmarked by Friday, January 16, 2004.

For more information about the Mendocino Land Trust see www.mendocinolandtrust.org
MENDOCINO LAND TRUST is an equal opportunity employer.
