Mattapoisett Land Trust, Inc.

Community Engagement and Stewardship Manager

Organization Overview

Mattapoisett Land Trust, Inc. (MLT) is an all-volunteer, 501(c)(3) charitable organization
dedicated to land conservation and environmental education. Since our founding in 1974 MLT
has protected nearly 900 acres on 40 properties in Mattapoisett and Rochester. MLT is supported
by 250 members and 50 active volunteers. MLT’s affairs are managed by a 15 person Board of
Directors who elect officers including a President, Vice President, Clerk, Treasurer and Assistant
Treasurer. Much of the work of MLT is conducted through five volunteer committees:
Acquisitions, Community Engagement, Education, Finance, and Stewardship. For more
information, please see www.mattlandtrust.org.

Summary of Position

The Community Engagement and Stewardship Manager (Manager) will lead MLT’s
efforts to engage our community, grow our membership, and maintain our properties. The
successful candidate must demonstrate knowledge of and a passion for open space preservation
and MLT’s mission. The Manager reports directly to MLT’s President, and will work closely
with the Chairs and members of the Stewardship and Community Engagement Committees. The
Community Engagement and Stewardship Manager will be MLT’s first permanent, salaried staff
position. This is an opportunity to create and grow in a new position within a successful, vibrant,
community-focused land trust.

Primary Responsibilities

Community Engagement

1. Create and update content for MLT’s website and social media accounts with the goal of
weekly postings on Facebook and Instagram. Interface with the Buzzards Bay Coalition (BBC)
to ensure MLT events and properties are featured and up to date on the Discover Buzzards Bay
website. Develop and implement other ways to digitally publicize MLT and our properties.
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2. Schedule, coordinate and organize MLT events, including the Annual Membership Meeting
in April, Vernal Pool Walk in April or May, Harbor Days booth in July, Autumn Campfire in
October, and other events as developed. Enlist and coordinate volunteers to help with events.

3. Develop and support efforts to grow MLT’s membership.

4. Create press releases to keep MLT featured in local print media with the goal of 20 press
releases per year.

5. Plan, coordinate, schedule and lead public walks on MLT lands. Enlist other leaders for
walks.

6. Manage and update MLT publicity materials including kiosk posters, brochures, trail maps,
event flyers, and similar information. Keep kiosk brochure boxes filled. Develop and install
temporary signage when needed (e.g. hunting caution signs.)

7. Answer MLT phone, web and email inquiries, take follow-up actions as needed.

Stewardship

8. Monitor conditions at MLT properties including trails, parking areas and parks. Identify and
plan routine property maintenance activities as well as special projects.

9. Maintain MLT trails, parking areas and parks using power tools such as metal-bladed weed
trimmers, riding and push lawn mowers, leaf blowers, and similar tools. Knowledge of or
willingness to learn chain saw skills is a plus. When authorized recruit, screen, hire and supervise
part-time and/or summer stewardship assistants.

10. Schedule, coordinate and organize stewardship volunteers for winter and summer work
sessions, including the Garden Groomers in summer. Recruit new volunteers. Participate in

stewardship work sessions.

11. Interface with nearby land trusts and BBC to get advice, borrow equipment as needed, and
organize occasional joint work sessions.
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12. Schedule, coordinate and organize use of student and youth groups, including Scout troops,
for special projects and annual service days.

13. Prepare permit applications and work with the Town Conservation Commission and state
DEP to obtain required permits for stewardship projects.

Other Responsibilities:

14. Maintain MLT digital (in Dropbox) and paper files. Prepare address lists, schedules,
information sheets, business cards, and similar.

15. Other tasks as assigned.

Terms of Employment:

This is a permanent, salaried position that can range between 80% (32 hours per week) to
100% (40 hours per week) depending on the successful candidate’s preferences. Salary and
benefits will be commensurate with experience and qualifications. Work schedule is flexible to
allow some evening and weekend work when needed. MLT will provide office space but the
candidate also may complete some job duties from home. The successful candidate must be
comfortable and competent working alone on MLT properties year round, and does not need to
be a resident of Mattapoisett.

As the successful candidate gains experience, and subject to strong job performance,
MLT will increase job responsibilities to include other aspects of land trust management and
operations such as land acquisition, fundraising and financial management. It is possible that
the Manager role will evolve into an Executive Director role over an 18 to 36 month period,
depending on the requirements of MLT. MLT will endeavor to provide appropriate job skills
training, as needed.

Mattapoisett Land Trust, Inc. is an equal opportunity employer. MLT aspires to reflect
and serve the community of Mattapoisett, Massachusetts.
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Qualifications:

* Energetic, highly organized, self-starter, diligent, flexible. Ability to manage multiple
tasks and meet deadlines. Ability to work independently while remaining a strong part of
MLT’s team of volunteers.

* Strong writing skills.
* Successful experience engaging with the public.

* Strong computer skills, including spreadsheet, word processing, and poster creation.
Familiarity with cloud-based document storage systems. MLT uses DropBox for cloud
storage, and Microsoft Word/Excel/PowerPoint for word processing, spreadsheets and
posters.

* Strong skills on social media platforms; MLT uses Facebook and Instagram.

* Experience with operation and basic maintenance of tools such as weed trimmers, leaf
blowers, lawn mowers and similar tools. Chain saw experience is a plus. MLT can
provide some training in this area if needed.

* Valid Driver’s License, access to reliable transportation.
* Successful Criminal Offender Record Information (CORI) check.

* Bachelor’s Degree and 2 to 6 years of successful and relevant experience.

Application Procedure:

Interested candidates should submit a cover letter, resume and three references to
info(@mattlandtrust.org. The position is considered open until filled. An announcement will be
posted on MLT’s website www.mattlandtrust.org when the position is filled. No phone calls
please.
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