
Inclusive Woods & Us, Rochester, N Y
www.inclusivewoodsandus.org

Position Title: Operations Manager

Location: Work remotely; must be based in Monroe County

Reports to: Executive Director

Status: Part-time, 20-25 hours per week; flexible schedule

Start date: As soon as possible; preferably by mid-June

Contact: Please send resume and cover note to rebecca@inclusivewoodsandus.org

About Inclusive Woods & Us (also known as Woods & Us, IWU)
Inclusive Woods & Us is a young, grassroots, mission-driven organization, dedicated to creating
equitable access to the outdoors for children and adults residing in the city of Rochester. We seek to
improve the physical and mental health of Rochester city residents, focusing our efforts on those who
have been excluded from regular, positive experiences in nature due to limited, safe, green spaces in
the city, and lack of access to the surrounding parks of Monroe County.  We believe that the habitual
experience of being in nature provides beauty, life lessons, physical and mental nourishment, and
healing, and that this should be available to all populations, and is critically important for children.
The cornerstone of our work is the IWU Day Hike Program, whereby we organize and lead
age-appropriate hikes for children in local parks with trained hike leaders.  Hikes are conducted on a
regular basis in partnership with local schools and community organizations.  Our Day Hike program
also includes hikes for adults and families with children on the weekends.
Position Summary: The Operations Manager will be responsible for the day-to-day management of
the hiking program which includes scheduling and coordinating with partnering organizations,
scheduling and coordination with hike leaders, scheduling of transportation, when necessary,
management of our outdoor gear inventory, collecting/maintaining data on hikes, and managing
IWU’s social media communications. The Operations Manager will also work with Executive Director
and Woods & Us Advisory group in recruiting potential new hike leaders and arranging for them to
attend training classes and Red Cross certification.

KEY RESPONSIBILITIES
1. Hike Coordination and Planning



● Schedule hikes with participating schools and community organizations. 1-2 per week.
● Ensure that two qualified hike leaders are available to lead all hikes.
● Ensure that participants/hike leaders are informed of hike details in advance.
● Ensure that hike leaders vet the trail in advance for safety issues.
● Arrange for bus transportation through our selected vendor when needed.
● Arrange for timely payment of hike leaders.
● Ensure that outdoor gear is available for hiking participants in need.
● Arrange for snacks/water to be available for hikers/leaders.
● Distribute liability waiver forms and data collection forms to hike leaders and ensure that they

are collected and filed correctly following each hike.

2. Hike Follow-Up

● Maintain program database of hiking information on every hike including:  location, date,
number of participants, completed liability waiver and data collection forms, and hike leader
evaluation.

● Contact partnering organizations for follow-up feedback.
● Maintain contact with active hike leaders, solicit regular feedback, communicate feedback to

ED and board.
● Maintain inventory of snacks/water. Arrange for purchase of supplies as needed.
● Ensure that equipment is returned to inventory depot following hikes.

3. Hike Leader Recruitment and Training

● Assist Executive Director and board in recruiting eligible hike leaders from the area who are
interested in leading hikes.

● Maintain database with contact information on current and potential hike leaders.
● Arrange background checks on potential hike leaders, through our vendor.
● Assist Hike Leader Training Director in organizing 2-3 training events per year.

4. Update website content and manage social media communications

● Curate Woods & Us social media, monitor online platforms, post content that promotes our
work including photos, participant quotes, and event summaries.

● Promote upcoming events.
● Update website information as needed i.e., board changes, Covid-19 protocols etc.

QUALIFICATIONS
The Operations Manager should be a self-starter who understands and supports the mission of the
organization.  Additionally, they should have the following:

● Strong organizational and administrative skills, strong problem-solving abilities.
● Strong computer and internet skills.  Proficient in Microsoft Word, Excel, Google Suite, and

social media.
● Strong verbal and written communication skills.



● Be personable and comfortable interacting with people from diverse backgrounds.
● Minimum 2-year college education.
● Undergo a criminal background check prior to employment. Please note that we will

consider whether a conviction has any bearing on the applicant’s fitness or ability to
complete the work described above, among other factors.

● Willingness to work on weekends if necessary to provide support for weekend hikes.
● Strong time management skills with ability to work independently and effectively prioritize

duties and tasks to successfully meet and manage multiple deadlines
● A driver’s license is preferred but not required. Although a car is not required, access to

reliable transportation may be needed on occasion (for attendance at events, meetings
etc.)

COMPENSATION
● $20/hour. Benefits not provided
● Woods & Us will provide the Operations Manager with hike leader training so they can

understand the process and requirements for the hike leaders they will recruit and manage.

Inclusive Woods & Us affirms its commitment to equal employment opportunity for all individuals and
encourages applications from diverse candidates.  Decisions about recruiting, hiring, training,
promotions, compensation, benefits, and all employment matters are made in compliance with all
federal, state, and local laws and without regard to race, color, religion, gender, ethnic or national
origin, age, physical or mental disability, sexual orientation, gender identity, familial status, military
status, or any other classification protected by federal or state law. Any discrimination in the
workplace against persons protected by equal employment opportunity laws is illegal and against
policy.


