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Saving Land ¢ Making Trails





Champlain Area Trails
P.O. Box 193, 6482 Main Street

Westport, New York 12993

518.962.2287

champlaintrails@gmail.com
www.champlainareatrails.com

Champlain Area Trails (CATS) is a non-profit organization, begun in 2009, which creates and maintains hiking and cross-country ski trails in the Champlain Valley that link communities, connect people with nature, and promote economic vitality.  Through its Champlain Valley Conservation Partnership (CVCP) program, CATS protects farms, forests, clean water, and scenic vistas, promotes local farming, sustainable forestry, and historic hamlets, and develops outdoor education and outdoor recreation-based tourism initiatives.  

Job Description: Administration and Communication Assistant
The Administration and Communication Assistant will facilitate the daily operations of Champlain Area Trails (CATS) and help with written and web-based communication.  H/she is supervised by the Executive Director.  This position will initially be 10-12 hours per week.  CATS may get a grant in April which would make this position 30-35 hours per week.
Summary of Responsibilities:  The Administration and Communication Assistant assists the Executive Director to manage the daily operations of Champlain Area Trails, raise funds for annual support and capital initiatives, and communicate through written and web-based venues. 
Administration
· Handle incoming and outgoing mail
· Order office supplies

· Keep records of income and expenses.  Make deposits and pay bills
· Record minutes of board meetings

· Deal with vendors and contractors 

· Prepares materials for accountant and bookkeeper; if qualified or trained, maintain the books and work with accountant for filing of reports

· Assist in the Standards and Practices Assessment, implementation of Land Trust Standards and Practices and preparing for National Accreditation and Accreditation Renewals from the Land Trust Alliance
Fundraising

· Keep records of contributions, donor visits, and communications
· Maintain lists of donors and prospects

· Coordinate acknowledgements  

· Set up appointments upon request

· Assist with grant-writing

· Track approved grants

· Coordinate printing of fundraising materials

· Assist with planning for events
Web-based communication

· Provide technical support to Director when needed

· Update, add content, review, and manage CATS and non-CATS websites (i.e. Regional Office of Sustainable Tourism, Lakes to Locks Passage – National Geographic Geotourism Website, Wikipedia, etc.)

· Perform periodic website maintenance in conjunction with Director and/or members of the Board of Directors

Communication

· Assist with web-based messages, writing press releases, and communicating with volunteers; upload Executive Director’s communications to email list, website, blog, and social media
· Maintain email lists 

QUALIFICATIONS/PREFERENCES 
· Conservation ethic and strong commitment to hiking/skiing trails and the protection of natural areas, farmland, and open space
· Experience working with a non-profit organization
· Excellent writing and speaking skills

· Excellent math, bookkeeping and organizational skills

· Experience with website maintenance and content management systems (Drupal preferred, but Joomla or WordPress also would be relevant).  Ideal candidate is a solution-driven problem solver with an aptitude for website and CMS maintenance and familiarity with HTML
· Experience in community-organizing including volunteer recruitment and management
· A friendly and fun-loving personality

SALARY AND BENEFITS:

· Salary: commensurate with experience
· Health insurance: none (at this time)

· Retirement—none (at this time)

· Vacation and sick days: up to four weeks, based on duration of employment and at the discretion of the Executive Director
Please submit application by Friday, February 10, 2012 by email to champlaintrails@gmail.com or mail to CATS, PO Box 193, Westport, New York 12993.  
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Board of Directors:  Bill Amadon, Sheri Amsel, George Davis, John Davis, Mike Davis,

Steven Kellogg, Bruce Klink, Jamie Phillips, Katharine Preston, Aaron Woolf

