California Alliance
= for Community Energy

Membership & Engagement Coordinator (Part-Time)

The California Alliance for Community Energy is a statewide advocacy organization that
supports and defends Community Choice and other 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, active email discussions across member networks,
and the development of initiatives and position papers, the Alliance brings together and
mobilizes energy advocates across the state. Within this statewide network, we advocate for a
decentralized, resilient electricity system that works to empower all communities.

The Alliance seeks a highly motivated, organized, and relationship-oriented team player to
support the growth and engagement of the Alliance’s member network.

The Membership & Engagement Coordinator:
e |s a part-time position (approximately 10 hours per week, with potential to grow)
e Reports to the Program Director and supports the Operations Coordinator
e The position will pay approximately $25-$35/hour, depending on experience.

Position Overview

The Membership & Engagement Coordinator is responsible for supporting the growth,
onboarding, and ongoing engagement of CACE’s member network.

This is a people-centered, outward-facing role focused on building relationships, strengthening
participation, and ensuring members are informed, connected, and actively engaged in the
Alliance’s work.

Responsibilities

1. Membership Survey, Database Cleanup & Re-engagement (Initial Focus)

e Complete the membership survey as a foundational first step to understanding and
re-engaging the current member base

e Engage with and clean up the membership database to ensure records are accurate and
up to date



e Follow up on member participation, feedback, and surveys
e |dentify inactive members and support re-engagement efforts
e Help strengthen relationships across the Alliance network

2. Member Onboarding

e Improve and manage the onboarding process for new members

e Send welcome communications and ensure members are oriented to the Alliance’s work

e Help members understand how to engage with statewide calls, task forces, and
initiatives

3. Communications & Outreach Support
e Draft and send member communications, including announcements, updates, and
reminders
e Support promotion of statewide calls, task forces, and other Alliance activities

4. Membership Recruitment & Growth

e Support the development and implementation of membership recruitment efforts
e |dentify and reach out to aligned organizations and individuals to join the Alliance
e Track outreach efforts and support the growth of the membership network

5. Continuous Improvement of Membership Systems
e |dentify opportunities to improve onboarding and engagement processes
e Suggest and implement improvements to strengthen member experience
e Support the development of more effective communication and engagement approaches
over time

Qualifications

Interest in and commitment to the mission and principles of the Alliance

Strong communication skills (written and verbal), with the ability to build and maintain
relationships

Experience in community engagement, outreach, or coalition-based work

Strong organizational skills and ability to manage multiple conversations and follow-ups
Ability to work independently and proactively in a flexible, evolving environment
Experience using digital tools for communication and coordination (e.g., email platforms,
Google Drive, spreadsheets)

Tools We Use

Our team works primarily in Google Workspace and expects comfort across the full suite: Drive,
Docs, Sheets, Calendar, and Gmail. Familiarity with the following tools is necessary:



Zoom

Mailchimp

ClickUp (training provided for the right candidate)
WordPress (basic familiarity helpful for website updates)

Who This Job Is For

This role is a good fit for someone who enjoys connecting with people, building relationships,
and supporting a mission-driven network.

The ideal candidate is proactive, organized, and comfortable with outreach and follow-up. They
are someone who can take initiative, communicate clearly, and help strengthen engagement
across a diverse group of members. If you've read this far, please include the phrase “local
energy” in the subject line of your application email so we know you’re the kind of detail-oriented
person we’re looking for.

How to Apply

Email a cover letter and resume to hiring@cacommunityenergy.org.


mailto:hiring@cacommunityenergy.org

	 
	Membership & Engagement Coordinator (Part-Time) 
	Position Overview 
	Responsibilities 
	1. Membership Survey, Database Cleanup & Re-engagement (Initial Focus) 
	2. Member Onboarding 
	4. Membership Recruitment & Growth 

	Qualifications 
	Tools We Use 
	Who This Job Is For 
	How to Apply 


