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OUTREACH COORDINATOR 
JOB DESCRIPTION & APPLICATION INSTRUCTIONS 

 
Job Title:  Outreach Coordinator 
 
Employer:  Connec�cut Resource Conserva�on & Development Area, Inc. (CT RC&D) 
 
Employment  Part-Time, Hourly, Non-Exempt 
Category: 
 
Hours: 20 Hours/Week - Flexible work schedule within the hours of 8AM – 4PM.  
 
Loca�on: This is a hybrid posi�on. Day-to-day work will take place remotely. In-person 

atendance is required for staff mee�ngs, which typically take place monthly at 
the CT RC&D Office located at the UCONN Extension Center - 1066 Saybrook 
Road, Haddam, CT 06438. Some flexibility is required for in-person events, 
project site visits, networking opportuni�es, or trainings, which will be more 
frequent at the beginning of employment as part of the onboarding process.  

 
Hourly Pay: $26 - $30 per hour, depending on experience (no reloca�on reimbursement) 
 
Benefits: Company contribu�on to a SEP IRA re�rement plan with no matching 

requirement. 14 pro-rated paid holidays and 5 pro-rated paid personal days. 
Vaca�on and sick �me that accrues. All legally required benefits such as 
Medicare, Unemployment, Workers’ Compensa�on Insurance, and Social 
Security. Employee contribu�on, via payroll deduc�on, to medical, dental, and 
vision plans or to a Sec�on 125 Flexible Spending Account or Dependent Care 
Account.  

 
Organiza�on Profile: 
The Connec�cut Resource Conserva�on & Development Area, Inc. (CT RC&D) is a 501(c)(3) nonprofit 
organiza�on that specializes in strategic partnership development, agricultural viability, rural economic 
growth, and natural resource conserva�on. The organiza�on has honed its ability to posi�vely impact 
Connec�cut residents and businesses by teaming with other nonprofits, local-regional-state-federal 
government, as well as educa�onal ins�tu�ons to create sustainable, synergis�c, and dynamic projects 
and programs. The CT RC&D Council is comprised of partner organiza�ons (80%) and at-large members 
of the community (20%). Currently, the CT RC&D staff team is made up of 8 full-�me staff and 3 part-
�me staff. While CT RC&D leadership proac�vely seeks funding, the organiza�on is primarily funded by 
grants and, as such, that funding determines what posi�ons are available. However, all employees are 
hired at-will for an indefinite period. 
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Job Summary: 
The Outreach Coordinator is a dynamic, crea�ve, and detail-oriented individual working under the direct 
supervision of the Execu�ve Director. This posi�on also works closely with the Agricultural Programs 
Director, Agricultural Programs Coordinator, Energy & Environmental Programs Coordinator, and the 
organiza�on’s contracted consultants.  The Outreach Coordinator is responsible for assis�ng in the 
development and implementa�on of strategies to expand the reach and impact of our programming and 
fundraising efforts. This will be achieved through comprehensive communica�on and marke�ng efforts, 
promo�on of our mul�ple mission-based programs, cul�va�on of rela�onships, and event coverage. The 
ideal candidate will possess a strong eye for design, excep�onal communica�on skills, and a passion for 
storytelling to effec�vely convey our mission and secure vital resources. 
 
Du�es and Responsibili�es include but are not limited to: 
 
Program Promo�on and Marke�ng: 

• Develop and execute engaging outreach campaigns across various pla�orms, including social 
media (Facebook, LinkedIn, Instagram), email marke�ng (Mailchimp), and our website 
(WordPress). 

• Create compelling marke�ng and communica�on materials, including newsleters, media 
advisories, press releases, brochures, and digital content, u�lizing tools like Canva, Microso� 
Office 365, and Adobe Acrobat. 

• Coordinate and provide coverage for events, including photography and writen summaries, to 
effec�vely showcase our programs and impact. 

• Assist with media rela�ons, including dra�ing media advisories, press releases, and coordina�ng 
press conferences. 

• Collaborate with internal teams to gather content and ensure consistent branding and 
messaging across all outreach efforts. 

• Communicate effec�vely with diverse public audiences, represen�ng the organiza�on 
professionally and passionately. 

• Manage and update organiza�onal websites, ac�vely par�cipa�ng in website redesign and 
branding ini�a�ves to ensure a consistent and modern online presence. 
 

Organiza�onal Development & Engagement 
• Contribute to the organiza�on's sustainability by suppor�ng resource development ini�a�ves, 

including donor communica�on, grant support, and iden�fying poten�al funding opportuni�es. 
• Manage and maintain the organiza�on's cons�tuent rela�onship management (CRM) database, 

ensuring accurate and up-to-date contact informa�on for all supporters and partners. 
• Develop engaging communica�ons and materials to foster strong rela�onships with our 

community and encourage con�nued support for our mission. 
• Assist in the planning and execu�on of community engagement events and campaigns that 

encourage involvement and support. 
 
Opera�onal and Strategic Support: 

• Develop a strong understanding of the mission and organiza�onal priori�es to effec�vely assist 
in the priori�za�on of outreach and development efforts to align with strategic goals and 
maximize impact. 



• Assist in planning and mapping outreach ini�a�ves, ensuring �mely execu�on and 
responsiveness to emergent issues. 

• Perform accurate data entry, maintain comprehensive records of outreach and fundraising 
ac�vi�es, and generate reports to track progress to funders, evaluate effec�veness, and inform 
strategic decisions. 

• Perform other du�es as assigned to support the overall goals of the organiza�on. 
 
 
Knowledge, Skills, and Abili�es: 
 
Must-Have Requirements: 

• Demonstrated experience in marke�ng, communica�on, and graphic design. 
• Proficiency in WordPress, Canva, Microso� Office 365, Adobe Acrobat, and social media 

pla�orms (Facebook, LinkedIn, Instagram). 
• Experience with CRM so�ware and email marke�ng pla�orms (e.g., Mailchimp). 
• Strong writen and oral communica�on skills with a proven ability to tell compelling stories. 
• Excellent aten�on to detail and a keen eye for design and aesthe�c consistency. 
• Proven ability to manage �me effec�vely, plan, and map projects, and respond efficiently to 

emergent issues. 
• Ability to work independently and as part of a team in a fast-paced environment. 
• A por�olio of examples showcasing relevant work (e.g., graphic design, wri�ng samples, 

photography) to be submited prior to interviewing. 
 
Preferred Qualifica�ons: 

• Experience in a nonprofit se�ng. 
• Proficiency in photography for event coverage and marke�ng materials. 
• Experience in event coordina�on and management. 
• Familiarity with fundraising principles and donor outreach strategies. 
• Experience in iden�fying grant, founda�on, and donor leads. 
• Curiosity and/or enthusiasm for agricultural viability, rural economic growth, and natural 

resource conserva�on. 
 
Job Descrip�on last updated August 5, 2025. 
 
Applica�on Instruc�ons: 
Candidates must email a cover leter, resume, and por�olio of examples detailing relevant experience, 
professional qualifica�ons, and describe their knowledge, skills, and abili�es to employment@ctrcd.org. 
Incomplete applica�ons will not be accepted. Posi�on to remain open un�l filled. A first round of 
interviews will be scheduled the week of August 25th. 
 
CT RC&D is an Equal Opportunity Employer.  
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