Job Descrip,on Marine Program Associate

WildAid is a growing unique and dynamic global wildlife conserva7on non-proﬁt based in San Francisco with a mission to inspire and empower the world to protect wildlife and vital habitats from cri7cal threats. WildAid manages a $12 million annual budget and has received a Four-Star ra7ng from Charity Navigator for over a decade. Since its founding in 1999, WildAid has become a premier conserva7on organiza7on in driving behavior change through both world-class communica7ons campaigns and capacity building. WildAid’s Marine Program designs and applies eﬀec7ve enforcement solu7ons, focusing on building capacity for our local partners, to deter illegal ﬁshing and strengthen the protec7on of priority marine areas for the beneﬁt of endangered wildlife, marine ecosystems, ﬁsheries, and coastal communi7es.

Repor7ng to the Marine Senior Program Manager, the Marine Program Associate will support Marine Program communica7ons, fundraising, administra7on/ opera7ons, and other project needs. This role is hands-on and may evolve as the Marine Program con7nues to expand.

Primary Responsibili0es
· Developing and reviewing programma7c communica7ons, including blog posts, social posts, newsleRer, and upda7ng website content
· Fundraising support, including grant KPI and report tracking, research, and copyedi7ng;
· Project-based support, including sourcing images, liaising with graphic designers, working with translators, and shipping products as needed
· Admin support including calendar management, contract draWing, and mee7ng planning;
· Data entry (e.g. salesforce logging, staﬀ mee7ng updates, etc.)
· Event support, including building or edi7ng PowerPoint presenta7ons, staﬃng booths, ordering swag, and donor engagement
· Travel logis7cs, including: upda7ng marine team contact info, keeping copies of travel docs and i7neraries for all trips, ensuring that travel authoriza7ons are ﬁlled out
· Ability to par7cipate in mee7ngs with interna7onal partners, including some mee7ngs that may take place outside of normal business hours (infrequent)
· Other programma7c support as needed

Qualiﬁca0ons
· Bachelor’s degree with 3+ years of experience in fundraising, marke7ng, or event planning roles
· Detail oriented and a proac7ve problem solver
· Tech savvy, some knowledge of HTML desired
· Great wri7ng skills
· Good research skills
· Highly organized
· Experience using ArcGIS / GIS soWware, Salesforce, Mailchimp, and Adobe Suite desired
· Proﬁcient in MicrosoW Suite, Google tools, etc.
· Bilingual (Spanish/ English) preferred
· Some interna7onal development, environmental, or conserva7on experience desired

Loca0on and Compensa0on
[image: ]

This role may be performed from WildAid’s oﬃce in San Francisco, or from a remote oﬃce loca7on in California. Applicants must be based in and work in the State of California to be considered. Work shall be performed during regular business hours on Paciﬁc Time. This is a full-7me, non-exempt role with a pay range from $25.00 to $30.00/ hour, commensurate with skill, experience, and internal equity.
Compe77ve beneﬁts package includes: Employer-sponsored medical coverage and life/AD&D insurance; 401(k) eligibility with employer Safe Harbor contribu7on up to a 4% elected deferral; paid holidays; paid sick leave; and accrued paid 7me oﬀ.

Equal Opportunity Employer
WildAid is committed to being inclusive and is proud to be an equal opportunity employer. We will consider all applications and applicants.

How To Apply
To apply, please send your resume/CV, and a brief cover leRer to jobs@wildaid.org. Applica7ons will be considered on a rolling basis un7l the role is ﬁlled.

The successful applicant must meet the requirements of WildAid’s background screening process, and be ready to provide references and complete wri7ng samples upon request.
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