
 

 

 
 

 
Executive Assistant 
Position Description 

 
Overview 
The Coalition to Restore Coastal Louisiana (CRCL) is seeking a full-time Executive Assistant to support the Executive 
Director in all facets of the organization’s work.  
 
About CRCL 
CRCL is a nonprofit organization whose mission is to drive bold, science-based action to sustain a dynamic coastal 
Louisiana through engagement and advocacy. CRCL unites business leaders, scientists, landowners, national and local 
conservation groups, government agencies, hunters, anglers and a broad spectrum of concerned citizens to advance 
restoration of a sustainable coastal Louisiana. The successful applicant will join a talented team and enjoy a high-
energy, flexible work environment. 
 
Position 
The Executive Assistant will report directly to the Executive Director (ED) and will play a critical role in supporting the 
execution of CRCL’s mission and programs. This is a tremendous opportunity for a successful candidate to join a well-
respected, high impact organization with talented staff and enjoy a high-energy, flexible work environment. 
 
Responsibilities 
The Executive Assistant has the following responsibilities, under the direct supervision of the Executive Director: 
 
• Assist with meeting preparation, note-taking during meetings, and engaging in other day-to-day organizational 

activities. 
• Draft letters and correspondence, presentations and written material on behalf of the ED. 
• Support the Leadership Team and organization-wide and/or cross-department initiatives, including timeline and 

schedule management, information management, content creation and general support. 
• Support the organization’s donor cultivation and management efforts, including drafting correspondence, 

supporting events and outreach. 
• Engage with external and community stakeholders on behalf of the organization per the direction of the ED. 
• Support the creation of organizational collateral and written deliverables, including grant proposals and 

marketing materials. 
• Provide support to the finance department, including through data entry.   
• Support CRCL-related programming as needed (including annual Stewardship Awards celebration, State of the Coast 

conference, fundraising events, etc.). 
• Manage and support the ED’s schedule by booking travel, scheduling and confirming meetings, and managing her 

general calendar. 
• Initiate, manage and complete specific projects assigned by the ED.    
 
Required Qualifications 

• Minimum of bachelor’s or associate’s degree. 
• General knowledge of estuarine ecology and Louisiana’s coastal land loss issues. 
• Excellent computer proficiency and written, interpersonal and verbal communication, and analytic skills.  
• A high level of organization and ability to manage timelines for multiple projects with attention to detail.  
• Positivity and professionalism, with an exhibited solution-oriented attitude.  



  

• Ability to self-direct work and effectively collaborate with others to accomplish project goals. 
• Demonstrated ability to quickly grasp new concepts, approaches and systems. 
• Exceptional written and oral communication skills; digital presentation skills; experience and comfort with public 

speaking; ability to communicate technical concepts in laymen’s terms. 
 

Preferred Qualifications 
• Two years of relevant work experience. 
• Familiarity with Louisiana’s coastal land loss issues and coastal restoration/protection projects. 
• Coursework in wetland or general ecology, environmental studies/science, natural resource management, marine 

biology, coastal science or similar fields. 
 

Salary:   Expected Range: $30,000 - $40,000 
  Generous health and retirement benefits and leave policy including parental leave. 
 
Location:  New Orleans & Virtual 
 
How to Apply:  Interested candidates should submit a cover letter, resume and contact information for references to 

Kimberly.reyher@crcl.org with Executive Assistant in the subject line. 
 
Closing Date:  Until filled  
 
 
The Coalition to Restore Coastal Louisiana follows an equal opportunity employment policy and employs personnel 
without regard to race, creed, color, ethnicity, national origin, religion, sex, sexual orientation, gender expression, 
age, physical or mental ability, veteran status, military obligations, incarceration background or marital status.  We 
strive to increase diversity, equity, inclusion and justice in all elements of our work and with our partners to support 
the interdependent needs of nature and people in a rapidly changing world. 
 
The requirements listed in our job descriptions are guidelines, not hard and fast rules, and if you have most of the 
qualifications listed, we encourage you to apply.  Your experience refers to paid and unpaid experience, including 
volunteer work, which helps build the competencies, knowledge, and skills that translates directly to our openings.  
Applying gives you the opportunity to be considered. 
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