
Job Posting: Operations Coordinator

The California Alliance for Community Energy (CACE or Alliance) is a statewide advocacy
organization that supports and defends community energy programs in California that advance
local clean energy for the environmental justice, economic justice, and social justice benefit of
our communities.

Through topical monthly membership calls, insightful email discussion on many lively member
threads, and position papers, the Alliance brings together and mobilizes energy activists. Within
this statewide network, we advocate for a decentralized, resilient electricity system and a
“bottom up” grid, one that works to empower all communities.

The Alliance seeks a highly motivated, organized, and committed team player to support the
operations of the growing organization. The Operations Coordinator is a part-time position
(starting at 10 hours per week, with the potential to grow to 20), reporting to the Coordinator of
the Alliance . The position will pay roughly $30-40/hour, depending on demonstrated skills and1

experience.

Responsibilities

The Operations Coordinator (OC) supports the Alliance Steering Committee (SC) in
determining the overall direction and priorities of the Alliance and in managing its overall
operations. This includes the following areas of work:

1) Managing and supporting the Alliance’s internal and external operations. Tasks include:

● Maintaining the membership list, including vetting and on-boarding new members;

● Managing the Alliance website, utilizing contractors as needed for specific web
tasks; post and update website materials (Events, Initiatives, Publications, etc.) to
keep the Alliance web-presence timely and engaging;

● Supporting the Alliance’s fundraising platform (Action Network). Expanding the use
of these tools to step up fundraising and complement the reach of campaign
activities;

● Helping to organize the Alliance’s monthly statewide conference
calls, and sending notice of those calls to CACE members.

2) Supporting internal operations of the SC. Representative tasks include:

● Working closely with the Alliance Coordinator and/or SC subcommittees to manage
priorities, prepare action proposals, juggle tasks, and maintain progress;

1 During any interim when the Alliance Coordinator position is unfilled, the Steering Committee (SC) will supervise the
Operations Coordinator through a SC subcommittee.



● Organizing SC meetings, to include drafting and circulating agendas, taking notes, and
following up with SC members as needed on action items.

3) Supporting Alliance fundraising and development efforts. Tasks include:

● Coordinating the Alliance’s year-end fundraising campaign, including preparation of
the annual “Year in Review” summary report, setting the campaign theme, then
drafting and scheduling as many Action Network fundraising appeals as the
campaign requires;

● Tracking all donations to ensure that all donors are thanked and recorded properly,2

including through year-end IRS acknowledgment letters;

4) Managing and expanding as strategically appropriate Alliance communications:

● Organizing, with SC guidance, the Alliance’s monthly statewide conference calls and
member discussion calls: announcements, website listings, etc.

● Supervising the member listserv and monitoring member compliance with Alliance
communications guidelines;

● Supporting through research, drafting and/or editing the preparation of Alliance
publications and/or campaign materials.

● Creating and growing social media presence for the Alliance.

Qualifications

● Demonstrated project management skills, including the ability to manage details, meet
deadlines, produce high-quality results, and coordinate efforts across multiple
perspectives and geographies;

● Experience in using digital organizing platforms, including Action Network, video
conferencing and webinars, listservs, social media, and other similar tools for
coordination and communication with distributed teams.

● Excellent communication skills (both written and verbal) with the ability to facilitate
understanding across multiple audiences;

● Passion for growing local renewable energy resources around the state and a strong
interest in the work of the Alliance is highly desirable; ;

● Experience working in, organizing and/or supporting consensus-based collective
decision-making processes and small, self-managing work groups, is also desirable.

2 Most donations are received directly by our fiscal sponsor Social and Environmental Entrepreneurs (SEE).



More About the Job

● The CA Alliance is a fiscally-sponsored project of Social and Environmental
Entrepreneurs (SEE). At 20-hrs/ week, this role will be an employee of SEE, able to
access benefits such as withholding and unemployment insurance, sick leave, and a
retirement contribution program.

● At present, CACE/ SEE does not offer health insurance. This position is able to
participate in health insurance through Covered CA, the California Health Insurance
Marketplace.

● The Alliance is strongly committed to racial justice and inclusion. We seek candidates
who share this commitment to equity with a passion similar to our own, and who are
ready to find fulfillment in building an inclusive culture in a collaborative environment.

● The Alliance, through SEE, is an equal opportunity employer and provider. Diverse
applicants, particularly from frontline communities, are strongly encouraged to apply. You
are welcome to include military service assignments and any verified experience
performed as a volunteer in your description of prior work.

How to Apply

Please provide the following to hiring@cacommunityenergy.org, at your earliest convenience:

● Resume and cover letter addressing your experience performing operations and team
support work for small nonprofits;

● Contact details for two professional references, persons able to speak to your performance
in similar operations roles;

Key dates:

● We will begin reviewing applications on March 25. We will continue to review qualified
applicants until the position has been filled.

● The ideal candidate could start immediately or as determined.

https://saveourplanet.org/
https://saveourplanet.org/
https://www.coveredca.com/
mailto:hiring@cacommunityenergy.org
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