Environmental Buddies Zimbabwe Trust Volunteer Job Description Guide
Environmental Buddies, Zimbabwe is an environmental NGO that aims at promoting sustainable forests resources management and waste management in Zimbabwe. We are committed to planting, restoring, improving and protecting the forests and trees in our nation. To fulfil this mission, we plant trees, engage communities, schools and other key populations in tree planting and care. We also provide education, raise awareness, and work with communities to safeguard and care for existing trees and to encourage the planting of new ones.  The organization therefore seeks for the following personnel who will help us in achieving our vision.

Project Manager

The Project Manager will be responsible for planning and implementing tree planting in public and private properties such as schools and communities. The Manager will work closely with the Executive Director for community engagement and key stakeholders such as village heads, teachers, and school heads etc. to raise awareness and coordinate the tree planting events. The Project manager manages/oversees the functions, activities, internal and external relationships of the organisation.
Key Responsibilities:
· Guide the afforestation and reforestation projects as supervised by the Executive Director 

· Coordinate the collection and storage of various seeds for the nurseries

· Assist in the supervision and training of tree planting among various targeted communities and schools as necessary. 

· Assist with planning, coordinating and attending tree-planting events 

· Provide education and awareness via workshops, meetings with students and community members.

· Support outreach to students and communities and assist in the development of marketing materials for the project

· Assist with developing and writing proposals for funding

Requirements 
Higher National Diploma in Forestry, Horticulture or Environmental Sciences (A degree will be an added advantage)

Demonstrated ability to work in a team

Good communication skills and ability to work with different communities and schoolchildren.

Passionate about the environment, reforestation and afforestation 

Computer literacy in Microsoft Suite (Word, Excel, PowerPoint)

Volunteer administrative assistant

Volunteer Administrative Reports to: Project Manager
Summary: The Volunteer Administrative Assistant will perform a variety of tasks depending on project deadlines in the Environmental Buddies Zimbabwe Trust office. This will include answering phones and other administrative tasks as assigned by the Project Manager. This position helps to extend the resources of Environmental Buddies Zimbabwe Trust to better fulfil its mission and vision of restoring lost and degraded forests. 
Job Requirements:

· Present a professional appearance and a friendly manageable

· Dependable and punctual

· Courteous and personable when dealing with the public

· Self-directed and detail-oriented

· Excellent communication skills in-person and on the phone

· Excellent organizational and filing skills

· Computer skills desired, but not necessary

· Respect and maintain the confidentiality of Environmental Buddies Zimbabwe Trust workforce, volunteers, stakeholder and funding partners 

Responsibilities 
· Answers all office phone calls and directs calls appropriately

· Maintains general office files and files necessary paperwork accordingly

· Follows up on all EBZ emails from website

· Sorts mail and distributes appropriately

· Purchases all office supplies

· Provides all post office needs including purchasing of stamps and mailings

· Provides support for agency meetings and events.  May include securing a venue, distribution of meeting materials, purchasing food, managing guest/RSVP lists for events

Benefits

· Knowledge that you are working as a team to ensure that office functions run smoothly. 

· Work experience

Extension officer 

Duties and responsibilities:

· Providing forestry extension services to the communities. 

· Monitoring and evaluation of forestry projects. 

· Coordinating and conducting training programs, for example seminars and workshops. 
· Visiting community groups and schools to teach lessons about Indigenous Trees.

· Monitor outplanting areas by Weeding, Mulching, Place and repair tree protection, Invasive species removal and Applying fertilisers.  

Requirements
Communications Manager 

If you like to write and take digital photos, we have a job for you. We are seeking individuals to attend our tree planting events, workshops, engagement stakeholder meetings  and write stories about the details of the event and take pictures during the event to upload on our website. 

Responsibilities 
Attend tree planting events 

Write stories about details of the event, take quotes 

Conduct interviews 

Recognize partners 

Take pictures and videos at the event 

Experience: Experience with taking digital photos is an asset.
Skills 
Good communication skills, both verbal and written 

Forester 

Foresters are our knowledgeable tree planters who help at the nursery, planting and aftercare events. Foresters training familiarizes our volunteers with various native tree species and the importance of proper tree planting techniques. 

Responsibilities 

Assist with raising tree nurseries. Seed collection and storage, labelling etc
Leading tree planting events 

Helping new volunteers, students and community members with planting trees properly 

Helping with identification of tree trees 

Other special event requests as needed 

Experience No previous experience required 

Skills 
Certificate or Diploma in Forestry or Environmental Science related field. A degree will be an added advantage

Ability to work well with others is an asset 

Enthusiastic about forests 

Some tree species background is an asset 

Other Requirements 
Physically capable of shovelling, carrying mulch buckets, and planting trees 

