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Program Assistant Vacancy Announcement

Alabama Mountains Rivers and Valleys RC&D Council

Time Frame: 


Resumes will be accepted from 2/15/18-2/23/18
Projected Start Day: 

March 5, 2018
Location:                      
5514 U.S. Highway 31 South, Hartselle, Alabama 35640

Compensation Range:
20 - 32 hours per week at $14.50 per hour


Requirements:

· Must be knowledgeable about computers and technology. 
· Must be knowledgeable in Microsoft Office software and Google Apps.
· Must be organized and task oriented. 
· Must be knowledgeable in social media and Website Management. 
· Must have excellent communication and speaking skills.

· Must have meeting facilitation and teaching abilities.
· Must be able to navigate uneven terrain and assist with loading canoes on trailers, carrying canoes to the water and canoe guiding.
· Must be a self-starter, possess problem solving skills and have a valid Alabama State Driver’s License.
Major Duties:

Communications and Social Media:

1) Writes and sends out monthly newsletter and promotional emails.
2) Manages Social Media pages (Facebook, Twitter, and Instagram).
3) Designs documents such as event flyers, annual brochure, & sponsorship brochures.
4) Updates web forms and photos on Wordpress website as needed for Programs Manager

5) Answer and route phone calls within the office.
Grant Writing and Fundraising:

1) Researches/writes grants for WaterWorks Center for Environmental Education. 
2) Reaches out to corporations to discover grant and sponsorship opportunities. 

3) Reaches out to local businesses/corporations/partners for donations/sponsorships, etc. 
Non Profit Operations:

1) 
Organizing and maintaining electronic and physical files. 

2)
Assisting with the Environmental Education programs at the WaterWorks Center for Environmental Education, including canoeing and teaching.
4) Facilitate meetings of the Tennessee River Clean Water Partnership.
5) Assisting the Program Manager with the daily activities of running the RC&D office.

6) Performs other duties as directed. It is estimated that 80% of the employee’s time will be spent on the above mentioned duties.

Send Resumes to:
Mike Roden, Executive Director Mike.roden@amrvrcd.com and 

Renona Seibert, Programs Manager Renona.seibert@amrvrcd.com. Office phone 256-773-8495
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