
Northern Virginia Land Conservation Trust 
4022-A Hummer Road 

Annandale, Virginia 22003 
 

Open Position:  Communications Coordinator 
 
Northern Virginia Conservation Trust (NVCT) is seeking a creative and energetic Communications 
Coordinator to expand our audience through digital content, traditional and social media, and 
events. This is an exciting opportunity for an entrepreneurial self-starter who loves the outdoors 
and seeks to play a pivotal role in a fun, small and scrappy nonprofit - and, in the process, build 
their career and experience across various communications disciplines. The Communications 
Coordinator reports to the Executive Director and works closely with the entire staff team to 
support fundraising and land conservation initiatives. 
 
NVCT is a growing regional land trust that conserves parks, open space and nature throughout 
northern Virginia at the doorstep of our nation’s capital. The organization seeks to become the 
region’s leader in creating an interconnected system of green spaces, with a goal that all urban 
and suburban residents of Northern Virginia will live and have access to parks, trails, or 
protected natural areas. The organization is also committed to becoming more diverse and 
inclusive as it expands its audience and impact to support all area residents.  
 
General Position Description: 
The Communications Coordinator is responsible for all of NVCT’s external communications. 
Responsibilities include managing, writing and producing the annual report, drafting and 
emailing newsletters to members, creating innovative digital content, and building relationships 
with reporters. The Coordinator will work with the Executive Director, NVCT staff, and members 
of the Board to advance NVCT’s goals and engage with funders, partners, and target audiences. 
The Coordinator will also be responsible for supporting events, whenever they resume.  Finally, 
the Coordinator will play a key role in telling NVCT’s story to Northern Virginia residents who 
hopefully feel a new appreciation for their local parks as social distancing remains a way of life 
for many.  

 
Responsibilities: 
In accordance with NVCT’s Strategic Plan - 2025: 

• Develop content and lead outreach efforts, including press releases and pitches, social 
media and newsletters, events, branded materials and publications, and updates to our 
digital platform. This includes: 

o Developing visual content for usage on social media and in printed materials, 
including photos, videos and graphics 

o Developing materials for events and public displays 
o Managing the production of the annual report, fundraising appeals, event 

invitations, and other materials 
o Updating and creating key organizational fact sheets 
o Reporting on NVCT events, tours, and programs for members, major donors, and 

the general public 
o Staying engaged with local, regional and national land trust topics and issues 
o Coordinating with an active and engaged Board of Directors as needed 

Participate in general NVCT policy and procedure review and development 



o Assist with grant writing 
 
Required Experience and Skills: 

• 2 years or more marketing and communications experience 

• Significant social media content management experience, including analytics  

• Strong writing ability, especially on deadline 

• Strong organizational skills and attention to detail 

• Experienced user of Microsoft Office suite 

• Graphic design, video editing, and other production software experience recommended 

• Experience with Wix is a plus 

• Non-profit experience is a plus 

• Valid driver’s license 

Qualifications: 

• Passion for the outdoors and a willingness to work with people from diverse 
backgrounds 

• Flexible self-starter, interested in learning and understanding all aspects of land trust 
work 

• Boldness to start new initiatives and expand existing programs 

• Comfortability working in a project team setting as well as independently 

• Outgoing, professional and friendly personality with the ease to meet new people and 
quickly earn their confidence 

• Bachelor’s degree and/or master’s degree in communications, marketing, English or a 
related area preferred 
 

Reports to:  Executive Director 
 
Working conditions:   

• Office based work with frequent automobile travel within jurisdiction 

• Some evening and weekend work expected 

• Must be able to drive a car and walk over rough terrain as needed 

• Office is on the second floor of a building without elevators. Must be able to go up and 

down stairs carrying materials to and from meetings 

Application:  

Submit resume and cover letter by Friday, October 2, 2020, to Alan Rowsome, Executive 
Director, at jobs@nvct.org.  No phone calls, please.   

 
NVCT is an equal opportunity employer who welcomes candidates of all ages and backgrounds 
to apply for this position.  
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