
 

Position Description 
 
Department: Marketing and Communications 
Title: Communications and Marketing Assistant 
 
 

 

 

 
National Forest Foundation (NFF):  The National Forest Foundation is pleased to offer a 
temporary Communications and Marketing Assistant position working 35-40 hours per week, for 
a 12-week period, starting prior to July 12, 2021, if possible.  This Communications and Marketing 
Assistant will be an integral part of our Marketing and Communications’ team, and the candidate 
may be located remotely anywhere in the United States or at our Missoula, Montana office. 
 
About the NFF: The NFF works with communities and organizations to conserve and enhance 
the watersheds, wildlife habitat, wild places, and recreational opportunities across our 193-
million-acre National Forest System. The NFF seeks to engage all Americans in this work.  
 
Position Function: The Communications and Marketing Assistant reports to the 
Communications Coordinator. The Assistant will work directly with the Marketing and 
Communication team to position and promote the NFF through digital content, social media 
marketing, email cultivations, digital content, and analytics to measure impact. The Assistant 
will interface with all aspects of the Marketing and Communications department to fulfill the 
objectives of the NFF. 
 
Position Duties and Responsibilities: The Communications and Marketing Assistant is 
responsible for the following: 

• Develop, schedule, and post engaging content for social media channels. 

• Write, edit, and post blogs and articles that align with NFF priorities: reforestation, 
outdoor recreation, conservation practices, and the National Forest System. 

• Assist with updating website and blog content.  

• Assist in the promotion and planning of annual communications and marketing 
campaigns, including National Forest Week, Earth Month, Holiday, and the Tree 
Planting Campaign. 

• Create and execute strategies to acquire new audiences through NFF digital 
communications channels. 

• Respond to questions, requests, and comments via phone, email, and social media 
channels promptly. 

• Write and edit content for the NFF email channel and monthly newsletter. 

• Assist with the NFF regional update emails by copyediting and building in Mail Chimp. 

• Write, copyedit, and develop written communications for a variety of channels and 
documents. 

• Assist with programmatic communications projects and objectives. 

• Assist with various strategic communications initiatives such as virtual event 
production and influencer marketing outreach. 



• Track and report on digital analytics and content performance. 

• Create short videos for TikTok and Instagram Reels. 

• Other projects as assigned. 

Education and Qualifications: NFF expects the Communications and Marketing Assistant 
to possess the following educational and experiential qualifications: 

• Bachelor’s degree or pursuing a degree in communications, marketing, professional 
writing, or a similar field of study; or equivalent experience. 

• Solid foundation and knowledge of social media platforms, including Twitter, 
Facebook, Instagram, TikTok and LinkedIn, through a professional application. 

• Experience and expertise with copywriting and editing. 

• Experience or exposure to graphic design and/or website management. 

• Strong verbal and written communication skills. 

• Excellent time management and organizational skills. 

• Interest in National Forests, public lands, and/or conservation. 

• Prior experience working or volunteering with a nonprofit is also a plus. 

 
Abilities and Skills: NFF expects the Communications and Marketing Assistant to possess 
the following proven abilities and skills: 

• Ability to work independently, performing tasks, attending meetings, and managing 
projects with minimal oversight. 

• Ability to represent the NFF with diverse constituents clearly and professionally 
through excellent written and oral communication skills, and excellent interpersonal 
skills. 

• Ability to collaboratively manage social channels and evaluate their outcomes against 
quantifiable measures of success. 

• Ability to effectively manage a variety of projects and tasks to successful completion. 

• Ability to work well and be flexible in a team-oriented environment. 

• Excellent analytical skills with strong attention to detail. 

Location: The position can be located remotely or at the NFF Missoula, Montana office.   
 

Compensation: The NFF offers compensation at the rate of $15.00 per hour. No 
benefits, other than the legally required benefits, are associated with this position. 

 
To Apply: Please send a cover letter, resume, and writing sample in .pdf format as soon as 
possible but not later than July 5, 2021 (as we will be reviewing applications on an as-received 
basis), to Sheree′ Bombard at sbombard@nationalforests.org with the subject line: 
“Application for Communications and Marketing Assistant.”   

 
The National Forest Foundation is an equal opportunity employer and welcomes a diverse 

pool of candidates in this search. For more information about the National Forest 
Foundation, visit the website at: www.nationalforests.org 

mailto:sbombard@nationalforests.org

