
Program Coordinator
Resources Legacy Fund

Organization Overview
Since its founding in 2000, Resources Legacy Fund (RLF) has embodied an innovation in conservation 
philanthropy as a donor-driven enterprise focused on lasting results. RLF provides a unique mix of 
capabilities to deliver outcomes that improve environmental sustainability in Western North America 
as well as in oceans and fisheries worldwide. RLF strategies represent leading-edge approaches to 
achieve large-scale conservation outcomes, engaging emerging urban communities as well as 
established conservation constituencies, business leaders and policy officials.

Position Summary
The Program Coordinator, at the direction of the program lead, is responsible for serving as RLF’s 
point of contact with grantees, contractors, and the public, providing coordination, organization, 
management, and administration to assigned philanthropic programs. The Program Coordinator is 
responsible for the creation of quarterly docket materials and maintains related information in a 
database. Duties also include drafting, processing, and tracking documents such as proposals, reports, 
contractual agreements, and invoices by accurately entering information in a database and by 
maintaining back-up information in Excel as needed. The Program Coordinator organizes and 
schedules meetings, provides general office support, and works with other staff to prepare and 
assemble relevant correspondence, reports, and materials. The Program Coordinator is a full-time, 
nonexempt position.

Qualifications
Bachelor’s Degree preferred. Candidates must possess exceptional interpersonal skills and ability to 
collaborate with others. This position requires excellent oral and written communication skills as well 
the ability to perform tasks with a high degree of accuracy and attention to detail. Candidates should 
also possess exceptional organizational skills; superb judgment; and the ability to adhere to 
numerous deadlines, manage conflicting priorities, and handle multiple tasks efficiently. Excellent 
word processing and office software skills required.

Procedure for Candidacy
RLF is an equal opportunity employer and welcomes applications from all qualified candidates 
regardless of race, color, creed, national origin, ancestry, sex, marital status, disability, religious or 
political affiliation, or sexual orientation.

Interested individuals should email a cover letter and resume to recruiting@resourceslegacyfund.org
(please include “RLF Program Coordinator” in the subject line).

Alternatively individuals can mail a cover letter and resume to:
Resources Legacy Fund
555 Capitol Mall Suite 1095
Sacramento, CA 95814
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