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Wyoming Wilderness Association Marketing & Office Organizer 
 

Wyoming Wilderness Association (WWA) is seeking a full-time Marketing & Office 

Organizer to manage communications and office duties for the organization, based out of our 

Sheridan office. This position requires a high level of organizational skills, the ability to multi-task, 

multi-platform design and marketing experience, and a positive attitude. WWA is looking for a self-

motivated, detail-oriented team player who enjoys working with a wide variety of people and 

organizations.  

 

Requirements: 
 

 A minimum of a Bachelor’s degree in business, marketing, or a related field 

 Proficient with Microsoft Office (Word, Excel, Power Point, Publisher) and Quick 

Books 

 Experience with social media, email marketing, and website management 

 Print and web-based design experience 

 Database management experience 

 General office skills (phone, copier/scanner, filing, supply management)  

 High level of organizational skills 

 The ability to listen objectively and communicate clearly and persuasively, both verbally 

and in writing 

 Must be a self-starter who can work independently with minimal supervision  

 Must be flexible and eager to collaborate with colleagues in the Sheridan office and our 

satellite offices on a variety of projects and events 

 Interest in the outdoors and wildlands protection  

 

Tasks and Responsibilities: 
 

 Effectively convey the mission and work of WWA on a variety of platforms in order 

to engage local, state, and national members and potential members 

 Efficiently manage administrative needs for the organization 

 Manage marketing platforms including website, Constant Contact, Facebook, 

Instagram, and print materials 

 Write press releases and engage media to cover events, conservation issues 

 Design web-based and print-based outreach materials (posters, brochures, newsletters, 

email blasts, action alerts, website updates) 



 

 

 Implement marketing strategies for fundraising events including Backcountry Film 

Festival, Banff Mountain Film Festival, Miniature Art & Music Auction, and Old Bill’s 

Fun Run 

 Conduct accounting and office duties (code income and expenses, send invoice 

payments, make deposits, process mail, update database, run reports) 

 Coordinate and co-lead outings focused on WWA’s Bighorn National Forest campaign 

 Table at community events and educate the public on current wildlands issues 

 Other duties as assigned to support WWA's mission to protect Wyoming's public wild 

lands 

 

This full-time position includes full benefits (medical, vision, dental). Salary is commensurate with experience.  

 

Please send cover letter, resume and three references to carolyn@wildwyo.org. 

 

More information about WWA is available on our website: www.wildwyo.org.  

 

The Marketing and Office Organizer will not participate in politics while in a professional role and will 

not try to change minds, but will influence opinions, biases, and decisions through kindness, patience, 

education, science, and fact.  

 

The Wyoming Wilderness Association is an Equal Opportunity Employer (EOE). Qualified applicants are 

considered for employment without regard to age, race, color, religion, sex, national origin, sexual 

orientation, disability, or veteran status.  
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