
 
 
Membership and Communications Coordinator 
 
Position Summary: Northeast Wisconsin Land Trust is a growing nonprofit land conservation 
organization serving 12 counties in northeast Wisconsin, preserving the lands that protect our 
waters, landscapes, and natural habitats for this and future generations. We are seeking a part-
time Membership and Communications Coordinator.  Northeast Wisconsin Land Trust offers a 
faced paced, energetic work environment. The Membership and Communications Coordinator 
will provide administrative support and be responsible for database management, 
recordkeeping, communications, meeting coordination, basic accounting and general office 
management.  Duties include: 
 
Communications and Outreach 

 Prepare and distribute outreach materials including brochures, newsletters, annual 
report, invitations, e-newsletters, and press releases. 

 Organize mailings.  

 Manage website and Facebook.  

 Plan events, community meetings and fieldtrips.   

 Coordinate volunteers as needed. 
Membership and Fundraising 

 Manage membership information in database and process donations. 

 Draft appeals, generate membership mailings and support fundraising efforts. 

 Assist in grant seeking, drafting grant proposals and reports. 

 Maintain fundraising records and generate reports. 

 Coordinate meetings and prepare materials for fundraising efforts. 
Office Management and Administration 

 Receptionist duties including the ability to provide information about our mission and 
programs.   

 Prepare and file organizational and land acquisition forms.   

 Schedule meetings and maintain office calendar.  

 Oversee IT systems and maintenance, including hardware and software upgrades. 

 Assist with coordination of committee and board meetings. Prepare and distribute 
meeting materials.  

 Maintain inventory of office supplies and basic office housekeeping. 
Accounting and Financial 

 Process payroll and forms. 

 Generate and distribute regular financial reports.  

 Maintain financial records and compile information for executive director, treasurer, 
and accountants as needed.  

Land Preservation 

 Respond to inquiries from landowners and general public. Answer basic questions about 
land protection, land stewardship activities, and the work of the land trust. 

 Coordinate volunteers for monitoring and maintain monitoring records. 



Executive Assistant 

 Provide all necessary support to the Executive Director and Board of Directors.  
 
Qualifications: We are seeking a candidate who has a Bachelor’s degree or equivalent 
experience in a relevant field. The ideal candidate will be highly motivated and well organized 
with proven office management skills and a friendly, outgoing demeanor/attitude. Excellent 
verbal and written communication skills are necessary. Must be able to multi-task and work 
independently without close supervision.  
 
Job Status: 30 hrs/week  
Pay Rate: $12.00-15.00/hour 
Benefit Information: Northeast Wisconsin Land Trust has a generous holiday, sick day and 
vacation offerings. No medical, dental, or retirement savings plan currently provided.  

To Apply: Please submit cover letter, resume, 3 references, and a short writing sample to Kari 
Hopfensperger, Northeast Wisconsin Land Trust 14 Tri-Park Way, Ste. 1 Appleton, WI 54914.     
E-mail submission is preferred to karih@newlt.org   Deadline is April 27th.  
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