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Vermont Housing and Conservation Board AmeriCorps Position

Volunteer Coordinator & Field Assistant
Montpelier, Vermont
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The mission of the Nature Conservancy is to preserve the plants, animals and natural communities that represent the diversity of life on Earth by protecting the lands and waters they need to survive.


Application Deadline: 08/1 /11.  Interviews begin immediately.  Position begins 09/19/2011 and ends 08/17/2012.  Please follow the application instructions listed at the end of this document.
This position is part of the Vermont Housing & Conservation Board AmeriCorps, which places AmeriCorps members in sponsoring non-profit affordable housing and environmental conservation and education organizations around the state.

The Volunteer Coordinator & Field Assistant is based in Montpelier, and will support Conservancy efforts statewide. The Coordinator will play an essential role in recruiting volunteers and interns to assist on land stewardship days at the Chapter’s natural areas throughout Vermont, and may provide support for the Wise on Weeds! Invasive Species Outreach Program.  The Coordinator will participate in hands-on, outdoor field work, which may include invasive plant control, trail maintenance, boundary marking, easement monitoring, and scientific research. The Coordinator may also help to restructure and develop certain aspects of the volunteer program.  

Essential Duties
- Coordinate and lead outdoor stewardship workdays with interns and volunteer groups throughout Vermont.  Training will be provided before the Coordinator is asked to lead workdays independently.
 - Recruit volunteers statewide for office activities and outdoor stewardship work, including: invasive plant removal, trail maintenance, easement monitoring, and boundary marking as well as research projects, media events, and general office support.  Support ongoing Stewardship Committee volunteers.
- Assist Stewardship staff in developing new partnerships with established organizations looking for volunteer opportunities. This may involve giving presentations about the Conservancy or hosting tables at fairs or events.
- Develop volunteer communications such as workday calendars and newsletters.
- Track volunteer hours & attributes in a Microsoft Access database.
- Assist with, organize, and staff special events.
- As time allows, assist the Invasive Species Coordinator with community-based invasive plant training, management and mapping projects throughout the state.  With adequate training, the Coordinator may be asked to lead training workshops or mapping workdays.
- Conduct basic GIS (Geographic Information Systems) mapping and data collection with GPS unit.
-  After a training period, respond to inquiries regarding invasive species identification and management.
- Complete special projects as Conservancy needs and Coordinator interest dictate.

Required Qualifications
-  Minimum of 6 months of training or experience in volunteer or program coordination, environmental education/outreach, natural science, land stewardship or related field 
- Ability and enthusiasm to do physical labor outdoors one to three days per week (depending on the season), and to work some long days, evenings or weekends for volunteer workdays, special events or trainings.
- Excellent people skills; outgoing and tactful; energetic, positive and collaborative attitude
- Excellent verbal and written communication skills
- Ability to work with a diversity of volunteers, staff, community leaders and organizational partners 
- Demonstrated ability to work independently and take initiative as well as be a team player 
- Organized and attentive to detail; ability to manage time, diverse activities and multiple projects
 - Computer literate, including working knowledge of Microsoft programs
- Valid driver’s license and ability to drive standard shift vehicle (or willingness to learn) 
- Willingness to become a Vermont certified pesticide applicator and instruct volunteers in safe use of herbicides for invasive plant control
- Strong interest in getting others involved in land conservation and furthering the mission of TNC.
- US citizen (or have permanent resident status; call with questions about this)
- At least 18 years of age upon entering the Pre-Service Orientation (there is no upper age limit), or 17 years of age with written parental permission that has been verified by phone
- High school graduate or have a GED certificate, or be willing to work towards their GED as part of their service-year successful completion requirement.  A member cannot have dropped out of high school to join AmeriCorps.  If a member has a documented medical reason/professional opinion why they cannot finish high school, they might be eligible; call in this case
- Committed to the VHCB AmeriCorps program, and its ethic of service and personal and professional development of its participants
- Ability and enthusiasm to drive to, attend, and participate in VHCB required trainings and events, and be prepared to drive 2-3 hours each way
-  Committed to serving 1700 hours over 11 months in this position

Desired Qualifications
-  Experience as a volunteer and organizing other volunteers
- Teaching experience: comfortable speaking in front of groups, using PowerPoint, and giving outdoor field talks; ability to learn new material quickly and present it to mixed audiences.
- Working knowledge of Microsoft Access and Excel; ArcGIS; Garmin GPS units
- Familiarity with Vermont flora and fauna; understanding of basic ecology

Service Conditions
This position will require both indoor office work (~60%) and outdoor field work (~40%).  The number of days outdoors versus indoors varies with the seasons (more indoor time in the winter).
Position begins September 19, 2011 and ends August 17, 2012.
This position is Full Time: Requires 1,700 hours for an average of 35.5 hours per week for 11 months.   Member will receive a living allowance of $13,702 (pre-tax), and an education award of $5,350 (pre-tax) upon successful completion of service.  Other benefits include health insurance, federal school loan forbearance, and various training opportunities.

How To Apply
 Application deadline:  August 1, 2011, interviews begin immediately.   All application components (see below) are required for an application to be complete.  Incomplete or late applications will not be considered.   Applications must be made through The Nature Conservancy’s web-based career site at: http://www.nature.org/careers/.  Click on How to Apply.  Click on View Positions.  Enter keyword Vermont.  Select Posted Anytime.  Click on Search.  Click on link for Volunteer Coordinator & Field Assistant.  To apply, click on Apply Now.  
The following application components must be uploaded in 1 or more documents:
 -resume
- completed AmeriCorps application (see below) 
- 2 letters of reference.  

AmeriCorps applications are downloadable from the Vermont Housing & Conservation Board AmeriCorps webpage at http://www.vhcb.org/acorps. You may also request a hard copy by contacting Francis Sharpstene at (802) 828-3253 or acorps@vhcb.org.

If you have questions about the position, please contact at The Nature Conservancy:
Emily Seifert, Stewardship Manager. Email: eseifert@tnc.org ; Phone: (802) 229-4425, ext. 119, or
Murray McHugh, SLCV Stewardship Program Coordinator. Email: mmchugh@tnc.org; Phone: (802) 265-8645 ext. 23.

If you need assistance with TNC’s online job application system, send an email to: applyhelp@tnc.org.  You will receive an auto-reply message and then will be assisted with your specific inquiry within 2 business days.

Additional information on AmeriCorps is available at www.americorps.org.

The Vermont Housing & Conservation Board (VHCB) is sponsoring this AmeriCorps position through their AmeriCorps Program. The Nature Conservancy and VHCB are Equal Opportunity Employers.  Positions are open to all applicants without regard to race, color, national origin, ethnicity, disability, age, gender, gender identity, sexual orientation, political affiliation, veteran’s status, religion or creed.
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