Washington Wild
Job Description, March 2025

Title: Volunteer and Outreach Coordinator (Part Time)
VNM Location: Seattle, WA
WASHINGTON  Reports To: Deputy Director

Position Summary

The Volunteer and Engagement Coordinator is a part time permanent position that plays a coordinating
role for the organization around volunteer management, training and cultivation. This position works
with other staff to identify and create opportunities for volunteers to meaningfully engage in, and
support, the mission of the organization. The position also assists in identifying and staffing outreach
and engagement opportunities (i.e., events, tabling opportunities, action alerts, etc.) for the
organization. This position reports to the Deputy Director.

Key Job Responsibilities

Volunteer Management — 50%

e Recruit and train volunteers and design ongoing learning opportunities that are engaging,
educational and fostering a sense of community.

e Research and prioritize outreach opportunities for the organization to engage in.

e Coordinate with staff to maintain a volunteer calendar of organizational needs and coordinate
staff/volunteers to fill those needs.

e Provide all volunteers with an orientation of our mission, best practices on public education, and
the importance of their role.

e Institute ongoing creative recruitment of new volunteers.

e Develop and modify volunteer positions to respond to emerging needs.

e Develop and support leadership roles for volunteers.

e Coordinate and evaluate organizational volunteer engagement.

e Participate and staff organizational outreach opportunities as needed and available.

e Process and coordinate new organizational contacts (potential activist/donors).

Engagement — 40%

e Coordinate organizational efforts to staff and evaluate existing outreach needs —including
Lunch & Learns, Brewshed events, conservation events and tabling opportunities — and identify
new or improved opportunities based on key audiences articulated in the organization’s
strategic plan.

e Work with conservation and other staff to develop program-centered activities and events to
expand Washington Wild’s donor, activist, and supporter base.

e Provide support for conservation priorities and programs as needed.

e Attend and support the effective production of Washington Wild’s public programs events.

e Asneeded, attend and support other community functions and serve on coalitions as directed.
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Travel across the state may be occasionally required to attend and support outreach events and explore
new opportunities.

Program and Administrative Support — 10%
e Pick up auction items, postcard boxes and other items as needed for Wild Night out and other
outreach events.
e Do data entry of contact information from events, petitions, and post cards as needed.
e Support donor development efforts by generating reports from the database and sending
personalized thank-you notes for recent contributions.

Knowledge, Skills and Abilities

Washington Wild recognizes the full range of a person’s lived and learned experience, professional
background, volunteer experience, and direct and transferable skills. The Volunteer and Engagement
Coordinator should present a compelling combination of demonstrated experience and skills in the
following areas:

e Well-organized, thorough and attentive to detail;

e Communicative, collaborative, pro-active and self-directed;

e Innovative thinker with a strong ability to take initiative and drive projects forward; and
e Proficient in Word, Excel, PowerPoint, publisher, outlook and databases.

Other duties may be assigned as needed. This position involves extensive computer work and requires
the ability to lift up to 50 pounds. Candidates must possess a valid U.S. driver's license and be willing to
drive as part of the job responsibilities.

Compensation

This is a part-time, non-exempt position with an hourly wage range of $25-527 per hour. The role
requires 20 hours of work per week. As a regular position, this role is eligible for Washington Wild
benefits, including the opportunity to participate in our retirement savings program with a 3% match,
vacation, holidays, and sick leave. Employees will also receive mileage reimbursement for work-related
travel using a personal vehicle. Washington Wild offers a flexible work schedule within a hybrid model.

To Apply
Send cover letter and resume in a single PDF document to christal@wawild.org. The position is open
until filled with a priority deadline of April 14, 2025.

Washington Wild is an Equal Opportunity Employer, all qualified applicants will receive consideration
without regard to their race, gender, ability, age, socioeconomic class, religion, sexual orientation, or
any other characteristic protected by applicable local laws, regulations and ordinances.

Washington Wild strives to be inclusive in the work that we do and in the kind of organization we are.
We value different points of view and recognize the contributions of every employee. Externally, this
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means ensuring that public lands are inclusive and welcoming, so that our shared wildlands can help
people and nature to thrive. We are committed to equity throughout our work, which we define as our
commitment to realizing the promise of our public lands and ensuring that all can share in their
universal benefits.
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