
   
 

Program Coordinator 
Job Opening 
Location: Portland, Oregon 
Application Deadline: May 31 
 

The Eco-School Network is hiring a Program Coordinator. This is a powerful opportunity to be in the 
epicenter of an extraordinary network of parents, students, and teachers making positive change in 
Oregon schools. Unlike many gigs in the world of sustainability education, this position supports 100+ 
motivated change-makers who are already gung-ho about making schools greener and healthier. Most 
changemakers are parents of K-8 students leading projects that advance sustainability at their 
elementary schools. The primary task for this position is to be a champion for our change-makers - 
keeping them well equipped, encouraged, and connected to each other as they lead their projects.  

Ready for a career that makes you feel both challenged and appreciated? The scope of influence of this 
position is great, as Network volunteers engage tens of thousands of students. The range of activities is 
vast too. As one of two paid staff (plus consultants and volunteers), this person will work closely with 
our caring Executive Director. This is an outstanding leadership-development opportunity that will give 
you a clear understanding of how to run a nonprofit. The ideal candidate will be a self-starter with a 
positive can-do attitude, an excellent communicator, a relationship-builder, and someone who will 
carefully document the impacts of our changemakers.   

What are the responsibilities?  
 

Recruitment and Training 
• Communicate with Network change-makers and prospective change-makers by phone and email. 

• Recruit new change-makers through PTA meetings, social media, and referrals. 

• Conduct school change-maker training, as a co-presenter and co-organizer of online training. 

• Keep in touch with trainees, encouraging them to participate in the Network 

Change-maker Support  
• Help our change-maker district networks thrive (help with meeting planning, resources, follow-up) 

• Attend network gatherings (some online, some in-person in nearby districts) and bring great energy! 

• Keep parents energized about school greening, sharing stories and resources for inspiration.  

• Make calls, respond to emails and texts, make site visits. 

• Keep detailed records of projects and gather data to measure success and help us improve. 

• Contribute to advancing our diversity, equity, and inclusion goals. 

• Organize annual retreat and annual beach cleanup for parents.   

Communications and Operations 
• Help with website content updates, prepare quarterly newsletter, and make social media posts 

• Help with various operational tasks (tech, organization, supplies, mailings, errands, etc.), and 
address similar additional needs that arise 

Fundraising 
• Organize and lead annual phone bank. 

• Track donations. 

• Help prepare for fundraising events. 

• Help with various fundraising tasks.  



   
 

What qualifications are needed?   
• Independent, self-directed, and resourceful 

• Stellar interpersonal skills for recruiting, supporting, and empathizing with parents  

• Excellent verbal and written communication skills 

• Willing to uphold and advance our values 

• Passionate about community-building  

• Demonstrated commitment to protect Earth 

• Commitment to equity and inclusion 

• Ability to maintain organized systems and pay careful attention to detail 

• Proficiency in Microsoft Office (including Excel) and Google drive. Familiarity with Quick Books and 
Salesforce is helpful but not necessary.  

What are the requirements? 
• Bachelor’s degree (preferably in environmental science, education, or a related field)  

• Two years of experience in nonprofit, education, communications, or project management setting 

• No degree? Will consider with three years of experience in nonprofit, education, communications, 
or project management setting 

• Current/valid state driver's license and car insurance, and an acceptable driving record 

• Able to work remotely most of the time. Some in-office time required in Portland. Occasional 
evening gatherings. 

• Able to lift and carry at least 20 lbs.    

• Some evening hours and a very occasional weekend time will be required for meetings and events. 

What are the benefits and pay?  
• Salary: $45,000 to $55,000/year, depending on experience and qualifications 

• Full-time, exempt position (40 hrs/wk) 

• Flexible working hours (so you can plan around doctor’s appointments, family needs, birthdays, etc.) 

• Benefits include paid time off, SIMPLE IRA retirement plan, green transportation subsidy, and health 
insurance.  

This sounds amazing! How do I apply?  
Applications will be accepted until position is filled. Please submit a cover letter and resume, 
consolidated into a single PDF or Word document if possible, to jeanne@ecoschoolnetwork.org.    
For more information, visit www.ecoschoolnetwork.org.  

We don’t discriminate.  
No person will be looked at as unfavorable based on race, religion, color, sex, marital status, family 
status, national origin, age, mental or physical disability, protected veteran status, sexual orientation, 
gender identity or source of income. The Network values diversity and wants everyone who is interested 
in this opportunity to apply. 

 

“As coordinator, I had the opportunity to support families and school communities 
making positive change. Parent leaders put so much heart into their projects and our 
core team is strong and supportive. It is truly inspiring work!” 

- Rachel Willis, outgoing Project Coordinator  
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