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RIVER REVITALIZATION FOUNDATION 

 

Office and Outreach Coordinator 

JOB DESCRIPTION  

 

The River Revitalization Foundation, Milwaukee’s urban rivers land trust, seeks a qualified 

candidate to fill the office and outreach functions in accordance with its mission: to establish a 

parkway for public access, walkways, recreation and education, bordering the Milwaukee, 

Menomonee and Kinnickinnic Rivers; to use the rivers to revitalize surrounding neighborhoods; 

and to improve water quality.  The ideal candidate will be devoted to the environment and have a 

land conservation ethic with an emphasis on rivers and land use/water quality; as well as 

experience in social media and database management, volunteer outreach and coordination, 

planning and events, facilities management and administrative duties. The Office and Outreach 

Coordinator will work with staff as a team and under the direction of the Executive Director. 

 

Principle Duties and Responsibilities: 

 

Community Outreach and Engagement 

 

▪ Communicate consistently and effectively with project partners, inform all partners of    

project opportunities, negotiate positive outcomes for projects, report on progress.  

 

▪ Inform, educate and engage neighborhood residents about projects in the community 

RRF impacts (publications, hikes, programs, social media) 

 

▪ Nurture and maintain positive relationships with stakeholders, partners, neighbors in the 

community RRF serves. Implement appropriate, and innovative, on-going outreach 

opportunities that promote positive relationships within the community. 

 

▪ Promote and Assist the Foundation with “activating our space” on the river through 

volunteerism and events such as Internship, boat rack rentals, use of kayaks and canoes 

and Take A Hike! Promote FORB in the community and utilize recruitment tools and 

venues as appropriate. 

 

▪ Develop promotional materials to showcase programming; Be an ambassador of the 

organization through tabling at other org. events or conferences, and with tools such as 

the Watershed Model. 

 

▪ Take the Lead and Participate with event planning and logistics, including annual events 

such as Woolly Bear Winter Festival, Earth Day, Arbor Day, Full Moon Happy Hours, 

National Trails Day hike, National Public Lands Day, film festivals, etc. 

 

▪ Cultivate relationships with volunteers including but not limited to volunteer spotlight, 

feedback surveys, appreciation events/mailing, etc. 
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▪ Recruit and coordinate volunteers for corporate employee work days with land 

management staff. Record volunteers’ donated hours and corporate service days in 

Bloomerang database and track UWM service learning hours.  

 

▪ Assist with publications that promote the Foundation and its activities including 

newsletters, special events, recognition programs and social media; process incoming 

web inquiries and calls in a timely fashion. 

 

Administration 

▪ Provide administrative and support services to the Executive Director. 

 

▪ Organize and prepare materials for Board, staff and committee meetings including board 

packets, minutes and follow up correspondence. 

 

▪ Provide oversight for mailings, data entry, etc. 

 

▪ Manage office functions including copies, telephone, internet, printers, and other 

equipment; maintain appropriate inventory of office supplies. 

 

▪ Ensure the smooth operation of daily facility functions 

 

Qualifications: 

Four-year degree preferred; related experience in the nonprofit sector and office/ outreach/ 

volunteer management essential. Proficiency in social media outlets required. 

Demonstrated commitment to the environment. 

Experience working with diverse populations, organizations, media and public officials. 

Excellent written, oral communication and problem solving skills. 

High degree of professionalism, flexibility and initiative. 

Ability to work independently. 

Some evening and weekend hours may be necessary. 

 

Salary and Fringe Benefits: 

This is a part-time, grant funded, hourly position - $15.00/hr. min. 20 hrs./wk.  

Benefits offered per the Employee Handbook (vacation, IRA, health ins. options) 

Relaxed, pleasant work environment. 

 

How to Apply: 

Please submit cover letter, resume, and references to: 

 

Application Contact: 

 River Revitalization Foundation 

 Attn: Executive Director/ kgleffe@riverrevitalizationfoundation.org  

 2134 N. Riverboat Rd. 

 Milwaukee, WI  53212 

414-271-8000 

More info on our website: www.riverrevitalizationfoundation.org  

mailto:kgleffe@riverrevitalizationfoundation.org
http://www.riverrevitalizationfoundation.org/

