
 
Alachua Conservation Trust 

 

Job Title: Community Outreach Coordinator 

 

Job Summary: The Community Outreach Coordinator works to promote Alachua Conservation 

Trust to donors, community partners and the north central Florida region community through 

outreach, marketing, and public relations. The Community Outreach Coordinator role includes 

all aspects of organizational special event management, community education, and relationship 

development with the public, donors and volunteers and provides a project management, 

administrative and other general support toward the achievement of conservation goals. The 

Community Outreach Coordinator, working closely with the Executive Director and Land 

Management Team, is responsible for administrative and community stewardship tasks. 

Administrative and community stewardship responsibilities will include but are not limited to 

recruiting/overseeing interns and local volunteers, planning events for ACT’s various preserves, 

coordinating corporate sponsorships, grant writing, and performing general outreach.  

 

Responsibilities and Scope: 

Job responsibilities could include, but are not limited to: 

 

- Coordinates and executes preserve programs. 

- Maintain communications with donors and potential donors in conjunction with the 

Executive Director and to strengthen and deepen donor relationships through outreach 

and education.  

- Coordinate, plan and lead outings with key donors and the Executive Director and/or 

other ACT staff and ensure prompt follow-up communication.  

- Networks with diverse groups, including donors, board members, the general public 

landowners, conservation partners, and government officials to recruit support for ACT 

and publicize ACT programs/preserves. 

- Organize capital campaign strategy and execution, setting communication and funding 

goals with the Executive Director and Finance & Fundraising Committee.  

- Provides coordination and leadership support to the Finance & Fundraising Committee 

and ACT’s Board of Directors. 

- Develop marketing materials and plan events to generate funding. 

- Support, and in certain instances direct, stewardship components of ACT’s work 

including land management projects, invasive species management, trail maintenance, 

tree & groundcover planting, and preserve/park beautification. 

- Recruit, train, coordinate, and ensure a positive experience for volunteers and 

community groups for fundraising events and outreach preserve work days. 

- Direct outreach efforts at local festivals, communities and local opinion leaders. 



- Provide general program office support as needed. This includes, but is not limited to: 

scanning, emailing, record keeping, copying, printing, composing, typing, proofreading, 

proposals, information packets, and other written materials.  

- Attend bi-monthly board meetings and committee meetings as needed. 

- Implement/oversee the scheduling and organization of yearly functions including but not 

limited to: direct mail, newsletter distributions, and invitations to annual events. 

- Provide information and assistance as needed in preparing grant applications. Serve as 

lead author of grant applications as directed by Executive Director. 

- Advance and maintain skills, education, and knowledge of best practices that are 

relevant to the job description. 

- May lead or monitor work groups consisting of interns and volunteers covering a wide 

geographic area for land management tasks. 

- Expand the organization’s donor base and programs throughout the region and handle 

public relations for special events.   

 

Minimum Qualifications:  

- BA/BS degree in a natural resource-related field and at least 1 year related experience 

in outreach, education or development. 

- Strong interpersonal and communication skills. 

- Exceptional organizational skills.  

- Must be personable, relatable, and have enthusiasm for the mission of the organization.  

- Experience in grant writing and/or fundraising. 

- Experience working with diverse groups of people in an educational and outreach 

capacity. 

- Must have a valid driver’s license. 

- Experience and capability of performing physical work. 

 

Preferred Knowledge, Skills, and Qualifications: 

- Bachelor’s degree in natural resources, environmental studies or related field and one to 

two years related work experience, or equivalent combination of education and 

experience. 

- Experience managing multiple priorities, with assignments sometimes coming from a 

number of sources.  

- Experience to independently complete tasks within assigned time frames. 

- Experience communicating effectively with a variety of stakeholders, including local 

landowners and partners. 

- Excellent organizational abilities and communication skills. 

- Experience working with Microsoft Office suite – Word, Excel, Outlook, Access. 

- Experience working with and utilizing eTapestry and Constant Contact or equivalent 

donor database and communications databases.   

- Experience working with and leading groups of people of all ages.   

- Experience with or ability to learn Squarespace Website Design. 

- Strong administrative skills including attention to detail and numerical ability.  

- Strong grant writing and social media story writing skills.   

- Ability to plan, administer and record results of work-team meetings and activities. 

- Knowledge of natural systems in Florida is a plus. 


