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Position Summary 

Sycamore Land Trust seeks a full-time Volunteer and Membership Director (VMD) to build a 
robust volunteer program and provide member services for a rapidly growing nonprofit business.  
This position has two goals. First, this position will oversee volunteer retention, engagement, and 
commitment. Second, the position will oversee member services and management, helping 
maintain and improve donors’ relationship with the organization. Generally, the VMD will be 
responsible for providing a positive experience for volunteers and donors and will play a critical 
role in keeping the organization running smoothly. 

In addition to the specific knowledge, skills, and abilities outlined below, the ideal candidate will 
understand the cooperative dynamics needed to succeed in a small staff environment, and 
possess the enthusiasm and flexibility to help run a growing business. The Executive Director 
will supervise this position, and hold the person accountable for high performance. This will be a 
full-time position with health, dental, and retirement benefits. 

Responsibilities 

 Recruit, train, and supervise volunteers and interns to assist in a wide range of 
responsibilities necessary to the operation and growth of Sycamore Land Trust: clerical, 
design, communications, education, land stewardship, and fundraising. 

 Work with Assistant Director, Development, Communications, and Environmental 
Education Directors to analyze positions and needs, and transition appropriate tasks to 
volunteers. 

 Establish job descriptions for any new volunteer positions that will be used on a 
consistent basis. 

 Provide volunteer acknowledgement and appreciation activities. 
 Represent the interests of volunteers to Board and staff members. 
 Act strategically in role as VMD for the organization’s development and growth. Build 

relationships with supporters by assisting with event planning and execution: 
 Send invitations, promote events, record RSVPs, and send confirmation emails. 
 Arrange logistics and supplies. 
 Recruit and supervise event volunteers. 



 
 Steward donors by promptly and accurately entering donations, making bank deposits, 

sending acknowledgements, transferring online payments, and sending renewal notices. 
 Work with bookkeeping service to process memberships and donations, categorizing 

income and expenses properly, and paying invoices as appropriate. 
 Assist with recordkeeping for land transactions and organizational administration. 
 Enhance outreach and development by managing mailings to targeted audiences: stay up-

to-date on USPS regulations, order supplies, recruit and supervise volunteers. Prepare 
birthday/condolence/congratulatory cards for supporters. 

 Coordinate use and maintenance of office facilities to maximize benefit as both office 
space and outreach tool for events and meetings.  

 Serve as entry point to organization by responding promptly and courteously to general 
phone, email, and in-person inquiries. 

Skills and Qualifications  

 Enthusiasm for land conservation and the mission, goals, and values of Sycamore Land 
Trust. 

 Bachelor’s Degree preferred. 
 Prior experience in volunteer management strongly preferred. 
 Willingness to continually improve knowledge of best practices in volunteer program 

development. 
 Organized, reliable, self-directed, detail-oriented and able to manage multiple projects 

simultaneously. 
 Experience with business bookkeeping. 
 Experience with database management. 
 Excellent interpersonal and communication skills. 
 Highly proficient with computer applications including email, word processing, 

spreadsheets, databases, and social media. 
 Desire to work in a highly collaborative team-based environment. 
 Ability to establish and maintain effective working relationships with other organizations, 

funders, donors, volunteers, and colleagues. 
 Ability to work flexible hours including some evenings and weekends. 
 Reliable transportation. 

Sycamore Land Trust is an equal opportunity employer. Salary is commensurate with 
experience. Please send cover letter and resume to info@sycamorelandtrust.org. Applications 
accepted through January 27, 2015. Position will remain open until filled. 

Note: We will also be hiring an Environmental Education Director. Job announcement coming soon. 
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