
Administrative Manager 
Central Oregon Forest Stewardship Foundation & the Landscape Resiliency Project 

The Central Oregon Forest Stewardship Foundation is a non-profit organization focused on increasing 
the quality, pace and scale of ecologically-based forest restoration projects and shared stewardship 
throughout Central Oregon.  For more information on the foundation please see: https://cofsf.org/ 
 

Position Description 
Location: Bend, Oregon 
Type:  Full-time with Benefits 
Salary Range: $45K - $52K, pending qualifications 
Paid Time Off: 10 days PTO per year 

This role interfaces with a multitude of partners and projects, and offers the opportunity to cultivate 
relationships and a depth of applied knowledge critical to supporting healthy, resilient forests and 
communities. This position is funded from position start time through June 30, 2023. Additional funding 
is anticipated for upcoming projects, when secured this position will be extended.  
 

The Administrative Manager will provide ongoing logistical, administrative, and outreach support for the 
Central Oregon Forest Stewardship Foundation (COFSF) and for the foundation’s following projects, 
programs, and affiliations: 

● Landscape Resilience Project (LRP) 
o 60%, Approximately 100 hrs / month 

This position is supervised by the Project Coordinator 
● Central Oregon Shared Stewardship Alliance (COSSA) 

o 25%, Approximately 40 hrs / month 
This position is supervised by the Executive Director 

● Ochoco Forest Restoration Collaborative (OFRC) 
o 15%, Approximately 25 hrs /month 

Answerable to OFRC Chairmen, and supervised by the Executive Director 
 

This position requires a combination of remote and on-the-ground work. Applicants must live within 
Bend, Oregon or adjacent areas by the time of the work start date. Funds to cover relocation costs are 
not available for this position.  
 

Required Qualifications 
● Minimum 2-3 years of experience in Administrative Support, Management, or Related Fields 
● Skilled with Microsoft 365 suite, Google Workspace, and Zoom 
● Knowledgeable about Forestry, Natural Resource Management, and/or Wildfire Mitigation 
● Strong written and oral communication skills; position requires significant public engagement 
● Possess excellent emotional intelligence and relationship-building skills 
● Strong organizational skills, self-starter, and detail-oriented  
● Ability to work independently while also demonstrating commitment to working in a 

collaborative team environment, and under the guidance of project and program leadership 
● Strong sense of self-awareness and self-assessment; readily willing to seek advice and input 



● Demonstrated commitment to valuing diversity and contributing to an inclusive working and 
learning environment 

● Ability to learn new technology and skills 
● Willing to be flexible and adaptive when needed 

 

Preferred Qualifications 
● Knowledge of Forest Service and other state and federal agencies’ land policies and regulations 
● Experience working with non-profit organizations 
● Experience working with stakeholders in rural areas and contexts 
● Demonstrated ability to work in complex, multi-dimensional arenas including effective work 

with a broad array of organizations, individuals, personalities, and interests 
● Skilled using online EventBrite and Constant Contact platforms to manage events and email lists 
● Skilled in using Adobe Programs, particularly Adobe Illustrator and Adobe InDesign 
● Basic Graphic Design skills 

 

Administrative Manager Responsibilities 
● Communicate with partners and other participants as needed to support information sharing 

and effective program roll-out 
● Manage meeting and event logistics, including taking meeting minutes, distributing information, 

and filing notes 
● Using Google Workspace, develop an orderly shared filing system 
● Track all relevant program information: meeting dates and topics, attendance, volunteer match 

hours and mileage, changing contact information, contact lists, etc.  
● Assist in outreach activities 
● Draft, edit, and update spreadsheets, documents, emails, contact lists, and agendas as needed 

for program support 
● Undertake online informational research as needed 
● Support the Projects and Programs through other emerging activities as needed 
● Represent the LRP and COSSA for COFSF at meetings when the Project Coordinator or Executive 

Director are not available.  
● Manage field trip logistics and attend field trips to take notes and pictures. 
● Advertise field trip and events: using EventBrite, Google Calendar, and email lists  
● Support contract development, approval, and routing 

 

* We encourage individuals to apply that may not meet all the required qualifications but have a strong 
interest and a robust skill set applicable to the position. Let us know what required qualifications you do 
not meet and why you would be a good candidate with consideration to your skills and experience. 
 

Timeline: 
Applications will be reviewed as they are submitted. We anticipate holding interviews September 19th – 
30th . We will extend an offer for this position no later than October 7th, 2022. 
Please submit a cover letter, resume, and three professional references to: sage@cofsf.org  
 

The COFSF is an equal-opportunity employer and we are committed to building a diverse team. If you 
are deeply committed to our mission, and capable of rapidly accelerating our outcomes, we would love 
to meet with you. 



Central Oregon Forest Stewardship Foundation 
The Central Oregon Forest Stewardship Foundation is a 501(c)3 nonprofit that catalyzes creative 
solutions to restore healthy and resilient forests and communities across the region. We do this through 
peer-to-peer learning, demonstration projects, collaborative support, and organizational development. 
In 2021, COFSF launched the Central Oregon Shared Stewardship Alliance (COSSA), in partnership with 
the Deschutes National Forest, Oregon Department of Forestry, and the Natural Resource Conservation 
District. The Landscape Resilience Project (LRP) is a COSSA project. For more information, visit our 
website at COFSF.org 

Programs and Projects  
Landscape Resiliency Project (LRP)  
In 2021, the State of Oregon released competitive funding to support landscape-scale fuels reduction 
that integrate holistic forest restoration and embrace a Shared Stewardship approach, encouraging 
coordination and collaboration across jurisdictional boundaries. The Central Oregon Shared Stewardship 
Alliance (COSSA) applied for and received project funding for work engaging first-tier partners who have 
agreements with Oregon Department of Forestry to complete on-the-ground objectives. 

 

To learn more about the LRP, its history, goals, and current work this position will be supporting, please 
follow the below link to read the August LRP E-Newsletter highlighting the above: 
https://files.constantcontact.com/d2d31613901/513f8007-5e77-4c00-a1ef-39b54a1ce7b6.pdf 

Central Oregon Shared Stewardship Alliance  (COSSA) 

COSSA is an alliance of public and private conservation partners committed to utilizing a Shared 
Stewardship approach to enhance holistic, integrated natural resource management at the landscape-
scale in central Oregon. The group launched in 2021 and has developed a framework for prioritizing and 
coordinating our shared work. Additional actions are in-process to formalize the COSSA governance 
structure, develop a protocol for identifying shared restoration priorities across the central Oregon 
landscape, and integrating human dimensions of natural resource management into decision-making 
processes.  

Ochoco Forest Restoration Collaborative (OFRC) 
The goal of the Ochoco Forest Restoration Collaborative is to move beyond gridlock to find new ways to 

actively manage national forests and grasslands, working to reduce fire risks, improve habitat, and 

create jobs in the woods by developing sensible timber harvest and restoration agreements that will 

create a healthy forest that supports many uses and is accessible to all, now and for years to come 

http://ochocoforest.org/ 

Deschutes Collaborative Forest Project (DCFP) 
The Deschutes Collaborative Forest Project (DCFP) strives to restore the Deschutes National Forests to a 
healthier, more resilient condition by developing balanced, science-driven restoration projects. DCFP 
members represent a wide set of views and values related to forest health, including environmentalists, 
the timber industry, city and county elected officials, recreation interests, and others. 
http://deschutescollaborativeforest.org/ 
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