
 

 
 

Program Coordinator Position 
 
The Northwest Straits Commission---a governmental organization established to protect and restore the 
unique, rich marine ecosystem of Northwest Straits region of Puget Sound through a citizen-based 
approach ---is seeking a well organized and talented administrative professional to be our Program 
Coordinator. This position works 32 hours a week in a lovely setting at Padilla Bay reserve near Mount 
Vernon, WA. 

 
The Northwest Straits Commission provides resources and technical support to seven county-based 
Marine Resource Committees (MRCs) and carries out marine conservation projects throughout the 
Northwest Straits region. 

 
Duties 

 
This position has the lead role organizing logistics for meetings, conferences and events; takes meeting 
notes; orchestrates the creation and distribution of a monthly electronic newsletter; maintains a web site 
and trains others to do the same. As an effective and reliable administrator, this position organizes the 
central filing system, tracks events, meeting schedules and new members and keeps all systems current 
and operational. This person is responsible for understanding state agency policies and procedures as 
needed to support our team. 

 
Required Skills and Experience 

 
 Absolute comfort and confidence working in PC Microsoft Office. You should be a whiz with 

electronic filing systems, spreadsheets, scheduling, Web Ex and other tools necessary to keep our 
office organized and efficient. 

 Experience writing notes and meeting summaries succinctly and accurately. Must be undaunted by 
acronyms and scientific discussions. 

 Must have experience organizing meetings and handling event logistics. 
 Excellent communications skills including phone, newsletter writing and website text. 
 Knowledge and experience with social network sites as well as a willingness to explore new sites 

and grow social network presence. 
 You must be strong team player who is always looking ahead to what needs to be done next and 

willing to support fellow staff. 
 Ability to quickly learn and adapt to new software as needed. 

 
Desirable Skills and Experience 

 
 A familiarity with Puget Sound environmental issues and programs is beneficial. 
 Familiarity with newsletter writing, formatting, development and distribution is highly desirable. 
 Basic understanding of digital photo management and editing. 

 
This position is administered through the Washington State Department of Ecology.  Compensation is 
$15 –19/hour and is eligible for the state benefit package which includes medical and dental 
insurance, sick leave, vacation leave and other benefits. 

 
To apply: Please send a cover letter and resume to info@nwstraits.org. Review of applications will 
begin August 3, 2015 and interviews are expected to occur the week of Aug 10. 

http://www.nwstraits.org/
mailto:info@nwstraits.org.

