
 
River Source Watershed Communications Associate 

Contract Job Description (v. September 2017) 
 

River Source, an environmental consulting business and non-profit via a fiscal sponsor, seeks a 
Communications Associate to do outreach and education for our partners, clients, teachers and 
students and media outreach and other activities related to watershed education and restoration.    
 
Required Qualifications: 
Excellent communication/interpersonal, writing, and computer skills are essential.  Must be able to 
work cooperatively as part of a team in an informal office setting.  Practical experience in web and 
social media (Facebook Page management, Wordpress website management, and Instagram 
primarily), data management, writing e-newsletters, blogs, and grants proposals and reports and 
fundraising appeals is very important for this contract position.  The successful candidate will have a 
flexible schedule to work at least one day per week during business hours.  Candidates that are able 
to work up to three days per week during busy periods are preferred.  A Bachelors or Master’s 
degree in natural resources/environmental science, watershed science or planning, or a related field 
and a minimum of 2 years experience environmental or watershed science is required.   
 
Preferred characteristics:  
Experience in environmental education and knowledge of river and watershed ecology, ecological 
restoration, and a willingness to work outdoors as well as in the office is a significant plus.  
Knowledge in field data collection and data analysis is also preferred.  The ideal candidate has 
experience working with or originates from a Native American community in New Mexico.  
 
Duties: 
The tasks for this position will adapt to week to week needs of the business.  Several of the tasks will 
done in close coordination with other River Source staff.  Some of the specific tasks include:  
 
Social media outreach 

 Increase FB Likes on River Source webpage to 324 people over 1 year period (100 increase) 
 Prepare bi-monthly e-blast newsletter for teachers, clients and project partners  
 Assist 3 students in drafting Blog entry on www.riversource.net 
 Post an Instagram photo once per month 
 Post on FB once every 2 weeks minimum  

 
Fundraising 

 Create on-line fundraising appeal (2 of them by December 2017) 
 Write minimum of 2 grant proposals and 2 grant reports 
 Create two fundraising appeals on Vertical Response (September & December – goal to 

raise $2,000 total) 
 Edit additional grant proposals and draft proposals as needed 

 
Education Organizer and Network Builder 

 Populate and co-manage the WatershedWiser.org and River Source.net websites 
 Assist in providing classroom and / or field education experiences for students as needed.



 
 
Hours of Work & Commitment: 
 
The position is 6-8 hours per week as a contractor.  Those candidates that are flexible to work up 24 
hours per week are preferred.  Work is seasonal with the busiest times between August - November 
and February - May.  Compensation depends on experience of the successful applicant though a 
typical hourly rate is $21 per hour for candidates with relevant education and work experience.    
 
Use of personal vehicle is expected, with mileage reimbursement for travel to undertake work 
projects.  Candidates must have a valid drivers license and be able show proof of the license and car 
insurance.  Candidates need to be able to do physical labor outdoors such as lifting 40 pound boxes 
and leading participants on extended hikes.  Candidates living in or near Santa Fe are preferred.  
Candidates must also be willing to have a background check if they will be working with students.  
 
Requires a 1-year commitment, with a 3-month trial period.  The position will be located in the 
River Source office in Santa Fe, New Mexico, though travel directly from your home to field and 
school sites is also possible. 
 
The potential start time for this contract as soon as possible.  Please submit a cover letter and 
resume by September 9, 2017.  
 
 


