
 

    
   

 
ADMINISTRATIVE COORDINATOR 

 

Maine Conservation Voters/Maine Conservation Alliance, two statewide, nonpartisan, nonprofit 
organizations, are seeking a shared part-time Administrative Coordinator to provide essential office 
support. 
 

Maine Conservation Voters (MCV) helps pass laws that protect our environmental legacy, elects pro-
environment candidates to office, and holds our elected officials accountable.  
 

Maine Conservation Alliance (MCA) protects Maine’s environment and quality of life through education, 
collaboration and advocacy. 
 

Overview: We are at a pivotal moment when our environment is facing threats like never before. Join our 
team to: DEFEND federal protections for our air, land, water, health, and climate; ADVANCE forward-
thinking solutions at the state level; and BUILD the long-term political power needed to win. 
 

Specific responsibilities: 

 Scheduling and logistics for meetings  

 Arranging travel for staff and board members 

 Supporting the development team’s membership work including mailings and special events 

 Coordinating office purchasing needs, maintaining office equipment, and working with vendors 

 Assisting with database management  

 Helping with IT needs 

 Assisting the Executive Director with administrative duties 
 Creating and maintaining office filing and organization systems 

 Miscellaneous duties as needed 

Qualifications: 
 We are seeking a detail-oriented individual with strong communication, interpersonal, & computer skills. 

Non-profit organization & management experience appreciated.  The ability to multi-task and enthusiasm for 
the missions are essential.  

 A valid driver’s license and reliable mode of transportation are required.  
 

Reports to:     Development Director 
Location:     Augusta, Maine 
Status:     Part-time, 16 hours a week,  
Compensation:    $15/hour, position is not eligible for benefits 
 
Resumes will be accepted until the position is filled. Please send a cover letter, resume, and references to 

rani@maineconservation.org. MCV/MCA is an EEO Employer. All qualified applicants will receive consideration for 
employment without regard to race, national origin, gender, transgender, age, religion, disability, sexual orientation, 
veteran status, or marital status. 
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