Education Program Manager & Event Coordinator
Sand Creek Regional Greenway Partnership

Job Description

Resumes will be accepted until February 25, 2019
Primary Responsibilities

Education Program Manager & Event Coordinator of the Sand Creek Regional Greenway Partnership (SCRGP) shall be responsible for Next Generation Partner programming and office management, volunteer and event coordination, and communications/outreach associated with the operation of a not-for-profit corporation 501 (c) (3). The primary purpose of the position is to assist the Executive Director to carry out the directives of the Board of Directors to fulfill the mission, goals, and objectives set forth by the SCRGP and other duties as assigned by the Executive Director. 
Next Generation Partners (Next Gen) Manager 75%: This person will work under the grant from the GoWild Northeast Metro Coalition to provide outdoor and environmental education to Boys & Girls Clubs and other partner organizations in four target neighborhoods. The person will develop a holistic, comprehensive curriculum for the Next Gen Program that includes new field trips, indoors presentations, and other experiential learning opportunities that have an emphasis on getting youth into the outdoors. The person will meet with students during the school year and at multiple times during the summer. The staff will investigate new partnerships with organizations in the target neighborhoods. This person shall maintain relations with non-profit groups that have participated in the Next Generation Partners youth outreach program.  
Volunteer/Event/Outreach/Office Coordinator 25%:  The person in the staff position will coordinate volunteer events such as the monthly Neighborhood Partners Environmental Team (NPET), corporate, and other volunteer events. The position will include organizing tours and activities along the Greenway. The person shall maintain the web site, and social media sites, coordinate design and distribution of the e- newsletters. The person in this position will perform administrative tasks such as maintaining the donor database, preparing thank you letters, filing, emailing/mailing volunteers and supporters, managing office supplies and equipment and other tasks as assigned by the Executive Director.
Preferred qualified candidates will have experience in environmental education and non-profit work and will be flexible and self-directed with strong organizational skills, excellent verbal and written skills, computer skills, event planning, and database experience. Candidates should be eager to lead, teach and inspire groups of children from a variety of backgrounds, and in a variety of settings. Candidates should be able to multi-task, meet deadlines, be team players, handle changing priorities, eager to participate in fundraising events and activities, be willing to work evenings and weekends, and be enthusiastic about nature and outdoor recreation.

Candidate must be a US citizen. 
Please read about Sand Creek Regional Greenway Partnership at www.sandcreekgreenway.org .  Please send a resume to the address below.

Job Requirements

Degree: College/university education desired 

Salary:  $38,000 to $40,000, vacation and health leave and health insurance provided  

Deadline for Application: February 25, 2019

Fields of Interest Other Skills Preferred:
Teaching and outdoor education enthusiast. Ability to interact with the public. Strong communication and interpersonal skills. Strong interest in communications, marketing, event planning, outdoor recreation, and the environment. Proficiency in Word, Excel, PowerPoint, the donor database (Network for Good), and Wordpress.  Available for work on evenings and weekends. Spanish language skills are an asset. Ability to lift 25 lbs and to be active for multi-hour volunteer and teaching events is a requirement. Must have transportation available for education and outreach responsibilities on the Greenway and other sites in the Denver metro area.
Contact: No Telephone calls please.

Beth Nobles
Executive Director
Sand Creek Regional Greenway Partnership, Inc.

7350 East 29th Avenue, Suite 300
Denver, CO  80238       www.sandcreekgreenway.org
bnobles@sandcreekgreenway.org
