
 
 

POSITION OPENING ANNOUNCEMENT 
Membership Coordinator (half-time) 

 
Kestrel Land Trust, a nationally accredited land trust serving the heart of the Connecticut River 

Valley in western Massachusetts, seeks a Membership Coordinator.  The goals of this new part-time 
position are: 1) Through inspiring community engagement programming, to deepen our region’s 
investment in and commitment to conserving and caring for land in the Pioneer Valley, 2) to increase 
the number of Kestrel supporters who contribute financially, and 3) to increase annual revenues from 
membership support.  
 

As the overall coordinator for member services, the person in this position will plan and 
implement public programs designed to deepen the community’s interest in and commitment to land 
conservation, and will be responsible for year-round management of membership fundraising, including 
mail and online appeals as well as gift entry and acknowledgement. This is an opportunity for someone 
who is passionate about land conservation and works well with both people and systems to join a 
growing organization to help generate resources to increase the pace of land conservation in our region. 
 
Major responsibilities and essential functions 

1. In collaboration with volunteers and staff colleagues, coordinate a year-round program of public 
events that engage current and potential new members in exploring the Valley and connecting 
to Kestrel Land Trust. Specifically, coordinate the Monthly Walks & Talks program and develop 
other small-scale events related to arts and nature, and health and well-being as time allows. 

2. Work with board members and other Kestrel members to plan houseparties and other hosted 
events to introduce new supporters to Kestrel’s mission and engage current members on a 
deeper level. 

3. Assist with planning Kestrel’s annual large-scale events like the 5K for Farmland and the annual 
Community Picnic, including the renewal and recruitment of business sponsors. 

4. Provide a high level of service to foster strong relationships with members, prospective 
members, and current and past donors. 

5. Coordinate year-round communications with supporters with a focus on retention, renewal, and 
recruitment of members. 

6. Manage the spring membership drive and the fall fundraising appeal, including preparing appeal 
materials, generating mail lists, and coordinating the production schedule. 

7. Work with colleagues and contractors (primarily print and mail house) to produce high-quality 
fundraising materials for membership appeals and events. 

8. Coordinate online fundraising appeals as needed.  
9. Enter gifts accurately and efficiently and prepare and mail acknowledgement letters. 



10. Manage the donor database including data entry, list extraction, imports and exports, clean up, 
and tracking; supervise data entry volunteers as needed. 

11. Help create and analyze reports on membership composition and trends for staff members, 
relevant committees, and the board. 

12. Other tasks as circumstances require and time permits. 
 
Required skills, knowledge, and attributes: 

 A genuine passion for land conservation and an interest in land trusts, 

 Demonstrated experience planning and coordinating public events, and working 
successfully with volunteers, 

 A natural lean toward getting to know people, and the ability to relate effectively to people 
from all walks of life on the telephone, in correspondence, and in person, 

 Strong analytical and organizational skills including the ability to establish clear priorities, 
manage multiple tasks efficiently, and set and meet daily, weekly, and monthly deadlines, 

 Clear and accurate writing and editing, and the ability to listen and speak effectively, 

 Excellent skills in word processing and spreadsheet management using MS Word and Excel, 

 Attention to detail, high standards, and a passion for accuracy, especially error-free data 
entry and writing, 

 A high level of individual initiative and creativity, 

 The ability to work with limited supervision and effectively within a team, and to 
troubleshoot and resolve practical problems independently, 

 Bachelor’s degree and relevant nonprofit experience, 

 Interest in keeping abreast of trends in nonprofit membership development, events 
management, and social media, 

 Dependable, flexible, energetic, a sense of humor, and a positive attitude. 
 

Exceptional candidates will have some or all of the following work experience: 

 Experience working for a land trust, 

 Experience with basic graphic design, 

 Experience in membership services or managing a membership program, 

 Strong working knowledge of and experience using donor database systems and creating 
associated data queries, reports, templates, and forms, 

 Familiarity with nonprofit fundraising and membership best practices, tools, and techniques, 

 Experience managing social media channels on behalf of a brand, especially Facebook. 
 

Hour and location: 20 hours/week with flexibility regarding the weekly schedule. Kestrel Land Trust’s 
office is in downtown Amherst, Massachusetts. Some local travel and evening/weekend events will be 
required. 

 
Compensation: Salary commensurate with experience, plus pro-rated health care and other benefits. 

 
To apply: Send cover letter, résumé, and two letters of reference, all in PDF format, to 
info@kestreltrust.org with “Membership Coordinator” in the subject line. No phone calls or snail mail, 
please. 
 
Closing Date: Evaluation of applications will begin on June 25 and will continue until the position is 
filled.  
 

mailto:info@kestreltrust.org

