POSITION OPENING

Jackson Hole Wildlife Foundation

Executive Director

Jackson Hole Wildlife Foundation works to promote ways for our community to live compatibly with wildlife.  The Foundation accomplishes its mission through focused, on-the-ground projects and through wildlife education.

Foundation Projects include:

· Roadkill Mitigation – a multi-faceted program to reduce the number of wildlife-vehicle collisions in Jackson Hole.  This includes the implementation of portable dynamic message trailers, radio and television PDSs, newspaper advertising, press releases, roadkill brochure, roadkill data collection, working with WYDOT.
· Nature Mapping – over 350 volunteer, citizen scientists collect and record wildlife sitings from throughout the valley.  Data is used to advance planning for community compatibility with wildlife.
· Fence Removal – the removal of obsolete barbed wire fencing on public and private lands to promote safe and uninhibited wildlife movement.  This project is accomplished through the dedicated, hard work of volunteers.

· Bear Wise Jackson Hole – a collaborative project with Wyoming Game and Fish to mitigate human-bear conflicts through education and implementation of bear resistant garbage containers

The Executive Director is the key staff member of the organization.  The diversity of tasks is many (see below).  One of the ED’s most important skills is the ability to communicate with and work effectively with all facets of the community and all types of individuals.  The Executive Director works under the guidance of and with the support of the Board of Directors. 

ED RESPONSIBLIITIES:

Vision and Mission:  The ED works with the board to execute the mission of JHWF.


° Works with board on long term vision for JHWF programming


° Manages board strategic planning and retreats

° Works with board on branding outcomes

Project Management:  The ED coordinates and facilitates all aspects of JHWF programming.     

° Facilitates work with agencies, volunteers and individuals from all facets of community


° Manages budgets on all projects


° Works with the all forms of the media

° Collaborates closely with Board members involved in individual projects

Office Management:  The ED manages all office operations.

° Maintains databases


° Manages website updates and improvements

° Coordinates with book-keeper on financial transactions

° Maintains records and files

° Oversees general office equipment and protocol
Staff Management:  The ED oversees staff and interns.


° Manages and evaluates full time Project Manager for Nature Mapping

° Hires interns when appropriate


° Creates appropriate organizational staffing charts and responsibilities

° Organize staff projects and priorities

Fundraising/Finances:  The Ed works with the board to find and manage financial resources.

° Manages major fundraising campaigns:  OBFR and Annual Campaign


° Manages all aspects of grant writing and research


° Organizes donor and volunteer appreciation events


° Works with board on major donor outreach


° Manages all donor correspondence and donor records in data base


° Manages production of annual budget for board review

Communications:  The ED manages JHWF communications and marketing efforts.
° Produces bi-yearly newsletter
° Creates educational materials and needed
° Maintains and uses email communication and social networking
° Manages all media releases

° Maintains consistent and useful communication with donors 

° Leads grant writing efforts  
Board Relations:  The ED manages board communications and meetings.

° Coordinates dates for meetings


° Prepares meeting agendas with Board Officers

° Relays pertinent information to board members prior to board meetings

° Arranges for the taking minutes at meetings

° Circulates minutes to board for review and approval

Skills Needed:  Self-management, Computer proficiency, Writing, Communication

Education:  Minimum of a bachelor’s degree in related field.

How to Apply:  send letter of introduction and resume to:  jhwildlife@gmail.com.  Please indicate ‘ED Application’ in subject line.
Applications will be accepted until:  September 1, 2011.  Position begins:  October 1, 2011.

