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Placer Nature Center  

Executive Director  

Part Time Job Description  

 
 

Planning and Strategy 
Assure that the organization has a long-range strategy which achieves its mission, and 
toward which it makes consistent and timely progress. 
Provide leadership in developing program, organizational and financial plans with the 
Board of Directors and staff, and carry out plans and policies authorized by the Board. 
Promote active and broad participation by volunteers, staff and the Board in all areas of 
the organization's work. 
Maintain a working knowledge of significant developments and trends in the field of 
environmental education. 

 
Administrative 
Overall management of the office and operation. 
Maintain official records and documents, and ensure compliance with federal, state and 
local regulations. 
Conduct official correspondence of the organization, and jointly, with designated 
officers, execute legal documents. 
 

Marketing 
Create Events Calendar  

Create flyers, brochures, business cards, banners and other marketing material. 

Responsible for organizing and delivering fundraising events – 

Responsible for creating and sending out the End of the Year Appeal letters. 

Use social media reach a broad audience regarding the organization, its programs and 

events such as, Summer Camps, Homeschool Classes and other special events. Boost 

certain events in order to increase attendance. 

Publicize the activities of the organization, its programs and goals.  
 

Website Maintenance 
Create, maintain and update placernaturecenter.org web pages. 

 

Financial 
Handle all Accounts Payable. 

Collect and provide receipts as necessary for all income. Verify that all revenue is 

properly coded and added to the appropriate spreadsheet. 

Ensure that the bookkeeper has all the necessary invoices, receipts, etc. 

Ensure that budgets are being followed and make any changes necessary (Board 

approval needed). 

Responsible for all decisions made regarding program pricing and scholarship requests. 
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Grant management – ensure items paid for are allowable, keep track of grant expenses, 

ensure grant requirements are being met. 

Preparing an annual draft budget to be presented to the B of D during the December 
meeting and ensure the organization operates within budget guidelines. 

 

Board of Directors 
Attend monthly Board  of Directors meeting, providing update on organization status, 

including but not limited to, expenses, program progress and other items. 

See that the Board is kept fully informed on the condition of the organization and all 
important factors influencing it. 

 

PNC Facilities 
Assist board of directors and volunteers in maintaining buildings both interior and 

exterior.  

Identify safety hazards and work towards eliminating them.  

Coordinates work days to accomplish tasks identified by boar ofd directors and 

volunteers. 

 

Supervision 
Create and update volunteer to do list. Seek out and schedule for CCC and other 

outside volunteers (not docents).  

Establish working relationships and cooperative arrangements with community groups 
and organizations. 
Be responsible for the recruitment, employment, and release of all personnel, both paid 
staff and volunteers. 
Ensure that job descriptions are developed, that regular performance evaluations are 
held, and that sound human resource practices are in place. 
Encourage staff and volunteer development and education, and assist program staff in 
relating their specialized work to the total program of the organization. 
Maintain a climate which attracts, retains, and motivates a diverse staff of top quality 
people. 
 

Programming 
Oversee all programing, registration fee collection and processing. 

Review program lesson plans for approval. 

Be prepared to assist in program delivery when needed. 
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