Job Description

Coordinator - Ecotourism Development Program

Conservation International

General Information

Reporting to:  

Manager, Ecotourism Development Program

Starting date:

Immediately

Location: 

Washington, DC

Position Summary

This position exists to support the Manager with the development and implementation of the Ecotourism Development Program.  The EDP is a methodology for local and regional ecotourism policy development, destination management, and capacity building and is based upon participation of major stakeholders, including local communities, government, NGOs and private businesses.  The foundation of the EDP is a series of highly interactive workshops, seminars and training courses (that teach tourism, micro-enterprise and participatory planning concepts) tailored to fit the specific needs of regions where CI works.  The series is implemented using a participatory methodology for training and planning that incorporates all stakeholders in ecotourism development.

Primary Responsibilities

1. Prepare and implement workshops and EDP projects (conduct and facilitate workshops, write reports, follow up, travel, field work, etc.)

2. Support the efforts of the EDP Manager and Director of the Ecotourism Program in the development of proposals and fundraising

3. Support the EDP Manager in the development of methodologies, concept papers, and the “modules” that are used in the EDP

4. Coordinate the work of others (interns, in-country counterparts, and consultants) 

5. Administrative tasks (e.g., establish and maintain bookkeeping and reporting mechanisms, monitor budgets, prepare workshop materials)

Required Skills and Experience

· Master’s degree in Natural Resource Management, International Tourism, Education or similar field related to ecotourism and capacity building

· Two to three years relevant international experience

· Facilitation and workshop management experience required
· Strong familiarity with international conservation issues 

· Solid knowledge of and work experience in the tourism arena is essential

· Technical knowledge of tourism, small business administration, international politics and relations, report writing, policy and planning, and project design 

· Fluency in English and Spanish is a requirement, knowledge of Portuguese and French is a benefit.

· Willingness to travel internationally 20-30% of the time

Applicants should send resume and cover letter to:

Conservation International

Coordinator, Ecotourism Development Program Search

2501 M Street NW Suite 200

Washington, DC  20037

Email: s.edwards@conservation.org        or fax to (202) 331-9328

No phone calls please.

