POSITION DESCRIPTION: 


TITLE:  Operations Co-ordinator

POSITION TYPE:  Part time, 2 days per week
 
LOCATION: Staughton Vale office, project sites, with some remote from home possible at times. 

SUPERVISOR: President Janine Duffy

MAIN RESPONSIBILITIES & DUTIES:

· Co-ordinate our on-site mini plant nursery,
· Order revegetation plant stock from other nurseries, and plant protection equipment from suppliers, and arrange freight and receipt of ordered goods,
· Co-ordinate contractors and landowners,
· Organise and attend our events, including tree planting, weed removal, seed sowing days, and attend project planning site visits,
· Prepare project maps and plant lists,
· Compile participant manifests for events and respond to correspondence from participants,
· Arrange catering for events,
· Assist our Communications Lead to engage with participants and corporate contacts about events, and ensure online listings are kept up to date,
· Assist the President in running the operations of the organisation, as directed,
· any other tasks to assist the President 


KEY SELECTION CRITERIA:
· Experience in outdoor revegetation work
· Some experience in plant nursery work, including sowing seeds, and raising cuttings,
· Skills in operations, organising volunteers and other team members
· Experience driving a manual vehicle, towing a trailer and some 4WD experience,
· Native plant identification skills, 
· Strong communication and interpersonal skills,
· A strong interest in nature, Australian wildlife (especially koalas!) and revegetation.
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