
 
 

Outreach and Administrative Coordinator, Exempt, Fulltime 

Committee for Green Foothills (Palo Alto, CA) 

Reports to Director of Marketing 

  

Committee for Green Foothills protects the open space, farmland, and natural resources of San 

Mateo and Santa Clara counties through advocacy, education, and grassroots action. We were 

founded in 1962 by people who wanted to protect peninsula hillsides from sprawl. Today we serve as 

the premier champion for the coast, forests, bay, farmland, creeks, hillsides, and parks of our region. 

Take a look at our 2017 annual report and our vision for the next 50 years. 

 

Our organizational culture:  

1. Self-care: Advocate for and take care of yourself, your needs and wellbeing are important 

2. Professionalism: Critique others’ work thoughtfully; receive others’ feedback with an open mind. In 

meetings, be present, engage, refrain from technology, step out if you need to 

3. Camaraderie: Strive to get to know and understand each other because together we protect open 

space, farmland, and natural resources for future generations 

 

The Outreach and Administrative Coordinator is the first point of contact for our supporters and 

serves in an office management function to ensure the success of the entire team of nine staff. 

 

Responsibilities 

Community outreach, education, and advocacy (50%) 

 Provide a clear and visible presence for Green Foothills in the community by managing the 

creation of our monthly electronic newsletter and daily social media updates 

 Steward our Protect Coyote Valley community by managing the creation of the monthly electronic 

newsletter and social media updates about 3-4 times each week 

 Welcome and steward new email signups, generally after action alerts are sent 

 Make web updates on Wordpress, post blogs written by staff and volunteers 

 Support our events and tabling as needed, preparing check in sheets with member status and 

upload photos on social media.  

 Maintain MailChimp database, track and input information of new contacts appropriately for the 

purpose of customize communication with them 

 Maintain and input interactions of event attendance, action alerts signed, and correspondence in 

Donorsnap 

 Manage all communications sent to our general email, info@greenfoothills.org 

 

Development (20%) 

 Manage personalized donor acknowledgement, generating thank you letters weekly 

 Send new member welcome packets monthly 

 Manage donor database system (DonorSnap), input all donations received requesting additional 

information from members to properly document and acknowledge contributions as needed 

 Note donations in MailChimp  

https://www.greenfoothills.org/2017report
https://www.greenfoothills.org/wp-content/uploads/2014/02/Deep_Roots_Green_Future.pdf


 Respond to member inquiries regarding membership status 

 

Fiscal soundness (10%) 

 Work with Finance Manager on weekly reconciliation of our financial system, Quickbooks, and 

DonorSnap. Identify missing deposits using GoEmerchant as needed 

 
Administrative and Positive Work Environment (20%) 

 Support the organizational culture 

 Ensure the office maintains a professional and tidy environment 

 Handle office supply orders and manage office supply budget 

 Ensure functioning technology systems. Manage IT support including cloud based server, printer, 

digital security, and password protection tool. Call appropriate contractors as issues arise 

 Support Board and committee meetings, prepare materials as needed for reports 

 Support meeting scheduling and other administrative functions as needed 

 Complete Lobbying Table for annual tax filing     

 With manager, identify key professional development and performance improvement 

 Submit quarterly expense report to Executive Director and Finance Manager  

 Support development and fundraising goals as needed, including supporting Nature's Inspiration, 
annual appeal and other fundraising efforts 

 Other duties as required 
 
About you 

 You are an excellent problem solver and have a positive, can-do attitude with strong interpersonal 

skills. 

 You have strong written and verbal skills. 

 You possess strong organizational skills and can manage many activities at once 

 You have a desire to work with and learn from an exceptional team of advocacy professionals to 

present an effective message and call to action. 

 You acquire technology skills with ease, proficient working with both Microsoft Office and Google 

platforms. 

 You are capable of efficiently managing your time in order to complete multiple tasks. 

 Spanish or Vietnamese fluency desired. Written and oral translation skills desired.  

 
Compensation and Benefits: $46,000-$49,000/year, comprehensive medical and 401k package, 

$500 professional development budget annually, one day of remote work weekly, casual dress code, 

pet-friendly office. 

 
To Apply submit cover letter, resume, and salary requirements at greenfoothills.org/careers. For 

questions email info@greenfoothills.org. No calls please. 

 

Committee for Green Foothills is an equal opportunity employer and will not discriminate against any 

employee or applicant on the basis of age, color, disability, gender, national origin, race, religion, 

sexual orientation, veteran status, or any classification protected by federal, state, or local law. 


