
 
 

 

 

Communications and Outreach Coordinator   Date posted: June 2, 2020 

The official non-profit partner of Nashville Metro Parks’ Greenways and Open Space Division, Greenways for 

Nashville’s mission is to create, preserve, and promote a system of greenway trails in Nashville and Davidson 

County. 

 
Position Description: 

The successful candidate will have strong verbal and written communication skills, excellent interpersonal 

skills, event management and project coordination experience, an attention for detail, a flexible attitude, and 

be a self-starter with a curiosity for knowledge.  This position also requires a familiarity with printed, webpage 

and e-blast design, and social media messaging.  Prior office environment and non-profit experience are 

desired. 

 

Supervised by the Executive Director, the position will support: 

- Coordination of marketing and communications for GfN’s primary fundraiser, Dinner by the Bridge, 
Richland Creek Run, and other smaller outreach events throughout the year 

- Develop and publicly present materials for GfN advocacy and outreach programing 
- Support the recruitment and management of volunteers involved in the office and outreach activities 
- Create a consistent voice and increased visibility for GfN through the annual printed newsletter, email 

messaging, and social media 
- Maintain the GfN website 
- Manage budget line items for specific responsibilities 
- Attend and assist in the preparation of materials for Executive, Board & Commission Meetings 
- Support the Board Committees pertaining to communications and job responsibilities 
- Other office and organizational tasks as assigned 
 

Qualifications:   

Required: 

- A bachelor’s degree with 3+ years of professional work experience in a like position preferred 
- Strong technology proficiency, including experience with Microsoft Office, Wordpress and Hootesuite 
- Demonstrated experience in project management leadership 
- A team player and strong time management skills 
- Able and willing to work outside of the constraints of a standard work week, as required, including 

weekends and before and after scheduled hours 
- Able to lift/haul up to 40 lbs. for outreach events and programs 
- Commitment to the mission of Greenways for Nashville 

 
Would be a plus: 

- A basic knowledge of and interest in conservation issues 
- Nashville’s greenways and parks user experience 
- Experience with DonorPerfect database systems 

 
Hours: 32 per week, salary is commensurate with experience 

Please submit cover letter, resume and references to: amy@greenwaysfornashville.org 


