
 
 
 

GEAUGA COUNTY PARK DISTRICT 
Position Description 

POSITION TITLE:  Naturalist/Volunteer Coordinator 

Department:   Naturalist Department 
Supervisor:   Chief Naturalist 
FLSA Status:  Non-Exempt 
Employment Status: Full - Time 

SUMMARY: 

Under the general supervision of the Chief Naturalist, primary responsibilities include the development, and 
presentation of natural history, cultural history and other interpretive programs, and other services and functions of 
the Naturalist Department. A person in this position is also responsible for the coordination of all aspects of the Park 
District’s volunteer program including recruiting, training, and overseeing volunteers.  
 
EDUCATION AND/OR EXPERIENCE: 
A minimum of an Associate degree in natural history interpretation, ecology, biology, environmental studies, cultural 
history and other related natural or physical sciences is required. Two years’ experience as a Naturalist or similar 
position and a well-developed interest or experience in volunteer organization and coordination. 
 
 SUPERVISORY RESPONSIBILITIES: 
This position provides guidance, training, and oversight for volunteers 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: Other related duties may be assigned. 

• Naturalist duties: 
 Prepares and presents a variety of natural history, cultural history and recreation programs, 

workshops and events for the general public, school groups and other target audiences. 
 Develops exhibits and displays for the nature center, and outdoor interpretive features.  
 Accepts and responds to nature inquiries from the public and provides appropriate information.  
 Writes program descriptions, newsletter articles and contributes to and assists with editing of 

GPD newsletter, website features and other information pieces. 
 Performs duties associated with nature center operation including visitor reception and information 

dissemination; program hosting and presentation, facilitating exhibit interaction, and exhibit care. 
 Provides small animal care (mainly fish, reptiles, and amphibians). 
 Performs appropriate public media contacts. 

 
 



 
 
 

• Volunteer Coordinator duties: 
 Conducts volunteer recruitment, interviewing, registration, placement and continuing guidance. 

Coordinates targeted volunteer programs, trainings, and events. 
 Prepares schedules, mailings and arranges volunteer assistance for programs and other park events 

as needed and requested. 
 Maintains records of volunteer service and training hours. Administers volunteer recognition, 

correspondence, and apparel.   
 Coordinates high school mentorship program and community services projects. 
 Represents Geauga Park District in the community, at events, or for purposes of volunteer 

recruitment. 
 Manages Park District promotional products for community requests. 

 
ADDITIONAL INFORMATION: 
Background check and drug screen required before hire.  This position requires the employee to drive to and from 
Agency events. 
 
ABILITIES:  Ability to communicate effectively with the public and staff with tact, courtesy, confidentiality, 
and diplomacy. 
Ability to work in a team environment. Ability to follow oral and written instructions.  Must be able to effectively 
manage multiple tasks and projects, meeting deadlines. Ability to gather, sort, collate, organize, assemble, and report 
data. Ability to respond to routine inquiries. Ability to work irregular schedules including weekends and evenings. 
Possess the ability to follow established safety procedures. 
 
PHYSICAL DEMANDS:  
Working at a computer for prolonged periods of time and answer the phone; the employee must be able to stand, 
walk, sit, talk or hear, use hands to finger, handle or feel, climb or balance, stoop, kneel, crouch or crawl and reach 
with hands and arms;  may occasionally be required to lift up to 50  pounds 
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