
 
POSITION ANNOUNCEMENT – PROGRAM ASSISTANT  

 
Upper Deschutes Watershed Council 

Bend, OR 
 
 
Organization Overview 

Since 1996, the Upper Deschutes Watershed Council has worked to protect and restore the 2,000,000 acre 
Upper Deschutes River watershed through collaborative projects in watershed restoration, monitoring and 
community awareness.  With local support from landowners, ranchers, environmental interests, citizens, and 
representatives from local governments and agencies, we lead cooperative, grass-roots efforts to improve 
watershed conditions.  The organization is governed by 16 Board Members and managed by a small staff of six.  
More information is available on our website: www.restorethedeschutes.org. 
 
Candidate Profile 

This is an excellent opportunity for a highly-organized, energetic, people-oriented person who wants to 
contribute to the growth and sustainability of the Watershed Council.  The ideal Program Assistant will be 
enthusiastic about increasing community support for the Watershed Council, bring creative energy to growing 
fundraising efforts, and take pride in supporting the administrative and operational needs of the Watershed 
Council’s programs. The position requires a willingness to flex with the seasonal cycle of work at the Watershed 
Council, including a busy spring fundraiser, a robust year-end fundraising campaign, seasonal grant cycles, and 
ongoing administrative and support duties.  Daily work will include a range of activities, from highly-detailed 
data management, grant tracking, meeting coordination and administration, to big-picture planning for outreach 
activities and events.  Technological savvy is absolutely critical as the Program Assistant will work regularly with 
databases, websites, and other software. 
 
Position Summary 

The Program Assistant will work closely with the Executive Director and Education Director to provide support 
for several key aspects of the Watershed Council’s work including fundraising, outreach, data management, 
grant administration, meeting coordination and general support as assigned.   Duties will include, but not be 
limited to: 

Donor and grant administration 

 Develop and maintain donor records, databases and correspondence 
 Assist with donor recruitment and cultivation 
 Assist with electronic newsletter 
 Conduct research on prospective funding opportunities (business sponsorships, foundations, state 

grants, federal grants, etc.) 
 Prepare grant applications and other support materials 

Event support and coordination 

 Build relationships with event donors, partners, and sponsors 
 Solicit event donations 



 Coordinate with event vendors and manage event logistics 
 Maintain data and records 
 Oversee day-of-event logistics 

Administrative support 

 Support logistics, planning and record keeping for a variety of meetings 
 Prepare agendas, minutes and other meeting materials 
 Coordinate with partners and collaborators 
 Update website 

Qualifications 

Minimum qualifications include: 
 Associate or bachelor's degree 
 Minimum of two years experience in an administrative, support or operational position, preferably with 

a non-profit  
 Experience in event coordination 
 Proficiency in a diversity of software systems, including MS Office, databases, graphic design programs, 

and social media 
 Excellent verbal and written communication skills 
 Strong interpersonal skills 
 Commitment to a collaborative, partnership-based work environment 
 Positive, solution-oriented approach to problem solving 

 
Compensation 

This is a part-time position (20-25 hours/week) with an hourly wage of approximately $14 to $17 per hour, 
commensurate with experience.   Benefits, including medical, dental, retirement plan, flexible spending plan, 
and paid leave/holidays are included.   
 
Application Submittal 

To apply, please submit: 
 

1. Cover letter; 
2. Resume; and 
3. List of three references (including name, address, phone number and email). 

 
Please email applications to Ryan Houston, Executive Director, at rhouston@restorethedeschutes.org.  Email 
applications must be submitted as follows: 
 

1. Include “Program Assistant Application” in the subject line of the email. 
2. Include the Cover Letter, Resume and List of References combined into a single PDF file attached to the 

email.   
 
Applications received prior to February 7th, 2018 will be reviewed during an initial round of evaluations.  Faxed, 
mailed or hard copy applications will not be accepted.  Applications that do not meet the stated requirements 
will not be considered. 

 


