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The Environmental Education Association of Oregon  
(EEAO) 

 
         www.eeao.org 

 
 

2016 EEAO Conference Coordinator 

Job Overview: EEAO is seeking an energetic, experienced coordinator for the next Oregon 
environmental education (EE) conference. The coordinator will work on a 
contract basis with a planning committee and EEAO’s board of directors to 
implement an outstanding conference for 100-200 educators in the Fall of 
2016 at a site located in central Oregon.   

Location: Oregon Limited Travel 
Required: 

Travel to attend meetings, 
secure supplies, visit facility 

Compensation: $6,000; 300 - 400 hrs. estimated over the contract period of 8 months;  flexible 
schedule from Feb 15 – Oct 15, 2016; firm schedule during dates of event 

Date posted: December 1, 2015 Posting 
Expires: 

Open Until Filled 

External posting URL: http://www.eeao.org/index.php/resources/jobs 

To Apply: Email letter of interest and resume to Jill Nishball at the address below by 
January 6, 2016.  Clearly describe your experience coordinating public events 
for large groups, targeting the responsibilities and skills listed below.   

Contact: Jill Nishball (EEAO Board):  jbfirelight@gmail.com 
Subject Line: Conference Coordinator Position - Applicant’s Name 
Questions?  Dial (541) 728-1744 

 
Responsibilities 
 

• Schedule and facilitate planning 
meetings;  create action plans 

• Coordinate details of Conference 
• Calculate budgets and ensure they      

are adhered to 
• Arrange food service for event 
• Visit venue to plan layout of seating   

and sessions 
• Schedule speakers, vendors, and 

participants 
• Coordinate and monitor event   

timelines and ensure deadlines are met 
• Initiate, coordinate and/or participate in 

all efforts to publicize and host events 

http://www.eeao.org/
http://www.eeao.org/index.php/resources/jobs
mailto:jbfirelight@gmail.com
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• Edit and design promotional materials 
• Coordinate with event facility directors 
• Work with EEAO Board to secure sponsorships 
• Work with printer to produce conference 

materials 
• Create invitee list 
• Send out invitations and manage RSVP list 
• Coordinate volunteers to manage the event 
• Manage correspondence 
• Coordinate event logistics, including registration 

and attendee tracking, presentation and 
materials support and pre- and post-event 
evaluations 

• Arrange for projectors, computers, and other 
display materials  
 

Required Skills / Experience 
1. Minimum of two years’ experience in a similar role  
2. Familiarity with the field of environmental education 
3. High level communication and organizational abilities   
4. Demonstrated ability to work independently and as part of a team 
5. Patient, pleasant, and professional customer service style 
6. Exceptional organizational skills 
7. Meticulous attention to detail 
8. Excellent verbal communication skills 

– in person and over the phone 
9. Excellent writing and editing skills 
10. High comfort level with technology, 

including web searches and online 
tools including Google Drive (Google 
Docs), forms, surveys, email 
management, email lists, and social 
media including Facebook and 
Instagram 

11. Experience with email listserve 
software such as MailChimp and 
Vertical Response 

12. Advanced proficiency with MS Office Suite applications, particularly Word and Excel  
13. Must be a self-starter, anticipate needs, and work with limited supervision 
14. Impeccable ethical standards 
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Required Transportation / Equipment 

• Reliable personal vehicle to travel within the state as needed for event coordination and meetings; 
approved travel will be reimbursed 

• Up-to-date computer with necessary software 
• Mobile phone and ability to work effectively from home 

 

About EEAO 

The Environmental Education Association of 
Oregon is a 501(c)(3) nonprofit organization 
which seeks to advance the role of EE in 
achieving student success, and as a non-
regulatory tool for addressing natural 
resource challenges. Through leadership and 
educational support, we promote a vision for 
a healthy, sustainable environment. The 
EEAO is managed by a volunteer board of 
directors from around the state.  

EEAO is the Oregon affiliate of the North 
American Association for Environmental 
Education (NAAEE). NAAEE is the premier 
nonprofit organization dedicated to the 
professional needs of environmental 
educators across North America and around 
the world, serving approximately 2,000                                                                                                            
members and representing 20,000                                                                                                                          
environmental educators through a variety 
of programs and services dedicated to 
promoting standards of excellence in 
environmental education. The Association 
holds a high quality conference that draws 
over 1,000 educators annually and serves as 
the primary professional development 
organization for the field.  NAAEE is also 
involved in a variety of initiatives to broaden 
the professional standing of the field 
through accreditation of teacher education 
programs, certification of environmental 
educators, professional development, 
research, collaborative work with partner 
organizations and with NAAEE’s state, 
regional, and provincial affiliate                                                                                                                         
environmental education associations. 

 


