bay restoration foundation

S T E W A R D S O F S A N T A M O N I C A B A Y

santa monica bay restoration foundation 320 west 4th street, ste 200; los angeles, california 90013

213/576-6615 phone 213/576-6646 fax santamonicabay.org

our mission: to restore and enhance the santa monica bay through actions and partnerships that improve

water quality, conserve and rehabilitate natural resources, and protect the bay’s benefits and values

VACANCY ANNOUNCEMENT

For Program Assistant

LOCATION: 320 West 4th Street, Suite 200, Los Angeles, CA 90013

OPPORTUNITY: The Santa Monica Bay Restoration Foundation (SMBRF) is seeking a

Program Assistant to support its environmental outreach and pollution prevention program for

Southern California watercraft users. Assistant will work with program staff in coordinating

public education and outreach efforts, developing educational program design and strategy, and

implementing a set of integrated public education programs on non-point source pollution issues.

We are looking for an innovative problem solver who is eager and ready for challenges and open

to learning. Enthusiasm for the environment is a must. This is a part time position (~30 hrs/wk).

DUTIES:

• Contributing to program development and planning

• Coordinating and implementing existing educational and outreach programs

• Assisting Program Coordinator with various stakeholder meetings, trainings, and workshops

• Designing, developing, and distributing educational materials

• Providing administrative support

REQUIRED QUALIFICATIONS:

• Responsible, prompt, and able to work independently with minimal supervision

• Well versed with usage of PCs, Windows, Word, Excel, Internet research

• Excellent public speaking and written communication skills

• Some administrative experience

• Willingness to travel and must have a valid driver’s license

ADDITIONAL DESIRABLE QUALIFICATIONS:

• Student in environmental, education, biological or social sciences preferred

• Familiarity with non-point source pollution issues

• Experience in public education and outreach programs

• Proficiency with graphic design

PAY SCALE: $15.00 to $18.00 per hour (Depending on experience and class standing)

FILING DEADLINE: Open until filled.

SEND RESUMES & LETTERS TO: Grace Lee

glee@waterboards.ca.gov
