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JOB DESCRIPTION 
 
TITLE: NCF-Envirothon Program Manager  
LOCATION: Flexible 
REPORTS TO: Director of Development 
STATUS: Part-time position (20 hours per week), with a possibility for growth 
TRAVEL: Some overnight and weekend travel will be required 
SALARY: Commensurate on experience 
 
 
Position Summary: The NCF-Envirothon Program Manager will play an integral role in ensuring a 
successful educational experience for high schoolers across the United States, Canada, and a growing list 
of countries, through the Envirothon program. The manager will work with state and provincial program 
managers to provide support and coordination, as well as assist the international program’s operating 
committee and host committee with all aspects of the annual program and competition.  
 
Responsibilities: 
Manage the NCF Envirothon Program including: 

 Coordination of the curriculum, guidelines, and study guides with all states/provinces 

 Maintain database of contacts 

 Manage registration activities 

 Monitor dues payments 

 Write news releases, blog posts, and other communications pieces on behalf of the program 

Lead the NCF Envirothon Program including: 

 Oversee and coordinate with the NCF-Operating Committee 

 Help establish programs in states and provinces that do not have a program 

 Help state/provincial programs with support they need to build capacity. E.g. some states only 

have a few high schools involved. Some states have very limited funding. Some states do not 

have many volunteers, etc. 

 Oversee and oordinate with the Host Committee(s) 

 Identify potential sponsors and partners to support the program 

 Develop relationships with complementary education programs 

 Supervise contractor(s) including web/IT, marketing and communications, and others 

 Conduct workshops, webinars, and/or trainings 

Qualifications 
Required experience:  

 Bachelor’s degree in a related field 

 5-7 years of experience in a related field 
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 Proven ability to manage and operate a national program, statewide acceptable 

 Knowledge of and familiarity with the NCF-Envirothon 

 Excellent written and verbal communications skills 

 Proven program management skills 

 Successful budget development and management skills 

 Experience working with high school students and teachers 

 Ability to build effective working relationships with program sponsors, partners, and member 

committees 

 Knowledge of natural resource management 

 Demonstrated ability to be a key decision maker to advance a vision and a program 

Preferred experience: 

 Grant writing 

 Fundraising 

 Federal grant reporting 

 Curriculum development 

 Social media 

 Photography 

 Website maintenance 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee for this job. Duties, responsibilities and 
activities may change at any time with or without notice. 
 
Interested candidates should email cover letter and resume hr@nacdnet.org by COB May 30, 2017. 
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