
Grand Traverse Conservation District

Invasive Species Network Coordinator
Position Description

                       
DATE PREPARED:  3 August 2010, (Updated 7/2021)
APPROVED BY BOARD ON:

POSITION IDENTIFICATION: Invasive Species Network (ISN) Coordinator; Full time, 40 
hours/week; FLSA exempt 

BACKGROUND

The Northwest Michigan Invasive Species Network is a cooperative Invasive Species 
Management Area (CISMA) serving Grand Traverse, Benzie, Leelanau and Manistee 
counties. ISN cooperates and collaborates with nation-wide, state-wide, and other regional 
efforts, including other CISMAs through the Michigan Invasive Species Coalition. ISN’s 
mission: “Protecting, enhancing, and promoting northwest Michigan’s natural communities 
through terrestrial invasive plant management and outreach”.

POSITION SUMMARY

The ISN Coordinator manages and directs the activities of the Invasive Species Network 
Team.  They are responsible for:  overseeing development and implementation of the 
Team’s budgets and annual work plans; building and leading their team in daily activities 
and evaluating its performance and the performance of its members; developing and 
facilitating a collaborative network of private and public partners to maintain and grow a 
regional strategy for invasive species management; working with the Education Team to 
maximize educational and community engagement opportunities through the Program; 
grant writing and management; working with staff to implement grants and contracts, and 
collaborating with partners. Involvement in various committees at the regional and state 
level as appropriate. This is a multi-year grant-funded position slated for renewal in Spring 2022.

RELATIONSHIPS

Reports to:  GTCD Executive Director 
Supervises:  ISN Outreach Specialist, ISN Habitat Management Specialist, ISN Invasive 
Species Specialist, ISN Go Beyond Beauty Specialist and ISN seasonal Survey and treatment 
staff.
External Stakeholders:  ISN steering committee, program partners, townships and 
municipalities in the four-county service area; garden centers and nurseries; landscapers; 
landowners

RESPONSIBILITIES AND DUTIES



Team Building and Leadership (15%)
● Builds, leads and coordinates the activities of the Invasive Species Team;
● Evaluates performance of their team and of its members;
● Ensure needed training is obtained.

Management (50%)
● Grant Writing & Management
a. Interacts with grantors re budget and work plan revisions; ensures terms of grant 
are met;
b. Compiles and submits quarterly and final reports and invoices for current grants;
c. Works with Finance Coordinator & auditor during single audit process.
● Contract Management/Partner Relations
a. Drafts and negotiates contracts with partners; finalizes with ED and Board;
b. Monitors partners’ work products to make sure they meet terms of contracts;
c. Compiles quarterly reports and invoices from partners;
d. Delivers monthly updates to project partners;
e. Meets quarterly with ISN Steering Committee to discuss ISN’s progress and long 
term regional invasive species management strategy.
f. Coordinates semi-annual partner meetings to update and inform participants on 
invasive species management topics including outreach, identification, control, 
prioritization and strategy.

Planning (15%)
● Engages the ISN staff in the development of annual work plans and budgets; guides 
their implementation; 
● Maintain and grow a long-term regional strategy for managing invasive species;
● Oversees development of invasive species management plans on properties 
managed by the District;
● Works with the Education Team to plan workshops and volunteer engagement 
opportunities.

Volunteer Engagement (5%)
● Assists Team with coordination of volunteers on training, identification, and 
surveying; participates in training days for volunteers and partners.

Services/Other (15%)
● Develops relationships with additional funders and prepares and submits grant 
applications for program continuation; collaborates with other staff in raising funds to 
support the District’s strategic goals;
● Supervise program specialists and seasonal staff. 
● Performs other assignments as required.
● Publications and Information.

STANDARDS OF PERFORMANCE  



Success is measured by the degree to which:
● All requirements of the state and federal grants are met;
● Annual work plans are accomplished and budget goals are met;
● Partner contracts are adhered to and expenses are justified; 
● Partners are working collaboratively and resources and expertise are freely shared;
● Invoices for services, accounts receivable and payable are processed accurately, 
efficiently and in a timely fashion; 
● A practical and practicable long-term regional strategy for managing invasive 
species is created;

WORKING CONDITIONS

The primary work place is in a typical office setting at the District’s office in the Boardman 
River Nature Center in Traverse City, MI. The Coordinator will occasionally be in the field 
monitoring invasive species removal efforts, meeting with partners and leading partner 
and public trainings and workshops.  This may involve traversing uneven, boggy and 
submerged terrain in wide ranges of air temperatures and weather.  The Coordinator may 
occasionally be in the vicinity of crews using hand tools, power equipment and heavy 
machinery.  Occasional involvement in hands-on field work may be required. Travel may be 
required throughout Grand Traverse, Benzie, Leelanau and Manistee Counties.

REQUIRED KNOWLEDGE AND EXPERIENCE

Related Work Experience
● Two to three years’ experience in a supervisory role and in developing and 
managing work plans and budgets;
● Grant writing, Management and reporting
● Background in natural resource management, particularly in invasive species 
management;
● Experience in creating and publishing informational materials
● Experience in engagement and management of volunteers and community partners.
● Experience in and knowledge of herbicide use – Certified pesticide applicators 
license a plus. 

Formal Education or Equivalent
● Bachelor’s degree with excellent academic performance; preferably in a natural 
resource or management field.

Skills
● Strong organizational skills;
● Strong and proven team-builder;
● Proficient in use of PC and Microsoft Office Suite;
● Working knowledge of ArcMap, particularly with creating new shapefiles and 
manipulating data;



● Working knowledge of Adobe InDesign;
● Excellent verbal and written communication skills in the English language;
● Exhibits excellent social and interpersonal skills; relates effectively to diverse 
clientele and work groups;
● Must be able to work efficiently outdoors in varying conditions and terrain.

Other
● Able to work flexible hours, including some evenings and weekends.
● Maintain a valid driver’s license.

COMPENSATION
The ISN Coordinator position is a full time, 40 hours/week, FLSA exempt position. Base 
salary: $50,000/year, commensurate with experience. Benefits include paid holidays, 18 
paid days off per year, retirement, and the Conservation District’s group health insurance 
package including dental and vision.

TO APPLY
Please email completed application, resume, and cover letter stating your suitability for the 
position based on required knowledge and skills to the Executive Director, Koffi Kpachavi 
at Koffi@gtcd.org. Application materials can be found on the Grand Traverse Conservation 
District website www.natureiscalling.org.

Applications must be received no later than 5:00pm EST Friday July 23, 2021 (Or 
until position is filled).

PREFERRED START DATE: August 23, 2021

The Grand Traverse Conservation District is an equal opportunity employer and will not 
discriminate in employment, promotions, or compensation on the basis of race, sex, color, 
religion, national origin or ancestry, age, marital status, disability status, protected veteran 
status, sexual orientation, gender identity or expression, or any other characteristic protected 
by federal, state or local laws.


