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July 5, 2022 
 

JOB OPENING: 
COMMUNITY Rx PROGRAM COORDINATOR 
(Full Job Description Attached) 

 
Eat for the Earth, a nonprofit organization, announces an opening for an 
employee to coordinate Community Rx, a plant-based diet and education 
program. 
 
Requirements for the job include being bilingual, biliterate, and bicultural in 
Spanish and English, having good computer skills, caring about the health and 
well-being of members of our community, and having experience doing program 
coordination, outreach, community education, or similar work. We will not be 
interviewing any candidates who do not meet these basic requirements. 
 
Because this program supports people to try out a whole food plant-based diet, 
strong candidates will have awareness of the health benefits of such diets. A 
candidate who is already following a plant-based diet or who is transitioning 
toward one will be a stronger candidate than a similarly qualified person who is 
not personally eating plant-based or wanting to move in that direction. Nutritional 
expertise is helpful but is not required. 
 
Interested persons should read the attached job description, then submit a cover 
letter and résumé to Beth Love, Executive Director. 
 
Preferred submission method is via email to: admin@eatfortheearth.org. Please 
attach your documents in one of the following file formats: Microsoft Word or 
PDF. Web based resumes also accepted. 
 
Your application package is the first, and perhaps only, contact you will have with 
us, so prepare it accordingly. If you have questions about the position, please 
feel free to call (831) 466-3405. 
 
Applications accepted until July 31 or until position is filled. 
 
 
Eat for the Earth is an Equal Opportunity Employer. The organization does not discriminate on 
the basis of ethnic group identification, national origin, religion, age, sex, race, color, physical or 
mental disability, gender identity, gender expression, marital status, veteran status, sexual 
orientation, or any classification protected by Local, State, or Federal laws in any of its 
employment policies, procedures, or practices.
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Job Description: Program Coordinator for Community Rx 
 
Position Overview: Community Rx is a diet and education program that 
supports participants to reclaim their health through the power of a whole food 
plant-based diet. The Program Coordinator is responsible for overseeing all 
aspects of the program. This includes program planning, collaborations with 
partners, volunteer recruitment and supervision, community outreach, materials 
development, translations, enrollment, program implementation, evaluations and 
quality improvements, insuring program outcomes are met, and support for 
current and past program participants. The Program Coordinator works under the 
direction of the Executive Director. 
 
Duties: The following list of duties is meant to be illustrative but is not 
necessarily inclusive of all possible job functions. It is understood that the 
Program Coordinator will personally execute many of these functions and will 
also delegate as appropriate and possible. Duties include, but are not necessarily 
limited to: 
 
Planning and Collaboration 
• Familiarizes self with the Community Rx program and Eat for the Earth’s 

specific variations for our target populations. 
• Develops working relationships with current and new program partners and 

volunteers. 
• Works with the Executive Director, key volunteers, and program partners to 

develop a plan for implementing at least three rounds of Community Rx per 
year. 

• Insures plans are culturally relevant for target populations, including program 
modifications for each target population as needed. 

• Recruits and orients additional partner organizations. 
• Works with referral partners to develop clear processes for referrals. 
• Takes the lead, in collaboration with partners, in developing timelines for each 

round of the program, including dates for planning, volunteer recruitment and 
orientation, outreach, program enrollment, implementation, evaluation, and 
follow-up with participants. 

• Works with Executive Director, partners, volunteers, and contractors to 
develop activities for the program. 

• Insures communications with collaborators, volunteers, and participants are 
handled in an effective and timely manner. 
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Volunteers 
• Develops clear parameters for Community Rx volunteer service. 
• Recruits volunteers to take on various roles, including program mentors, 

event help, and outreach. 
• Orients, trains, and supervises volunteers, including developing a bilingual 

pool of program mentors. Establish collegial, supportive relationships with 
volunteers. 

• Develops and implements consistent volunteer appreciation practices. 
• Includes input from volunteers for inclusion in ongoing evaluation and 

program improvement. 
 
Community Outreach, Promotions, and Enrollment 
• Works with Executive Director, partners, and key volunteers to develop 

program promotional copy and insure copy is available in both English and 
Spanish. 

• In collaboration with Executive Director, develops a procedure for program 
enrollment. 

• Develops relationships with community members, leaders, and others to 
spread awareness of our agency, the Community Rx program, and the 
capacity of plant-based diets to prevent and reverse chronic disease. 

• Participates in community events such as festivals and forums that provide 
opportunities for outreach. 

• Develops, schedules, and implements additional outreach activities such as 
food samplings, talks to organizations and community groups, and food 
preparation demos. 

• Contributes outreach content about the Community Rx program to Eat for the 
Earth’s established channels such as social media, mailing list, and events. 
Help to enlarge Eat for the Earth’s reach and following. 

• Oversees enrollment. 
 
Participant Interface and Program Implementation 
• Insures that participants receive timely follow-up from Eat for the Earth upon 

enrollment in the program. 
• Assigns mentors to each participant, insuring that the mentor can speak and 

understand the participant’s primary language. 
• Insures participants, volunteers, and partners receive timely, clear, and 

welcoming communication in both English and Spanish throughout the 
enrollment period, program implementation phase, and follow up. 

• Insures that the program is implemented in an effective, timely, and culturally 
competent manner. 

• Oversees all program elements or insures there is someone to oversee each 
element. These elements differ per each target audience, but can include an 
online educational program, in-person and/or online events, provision of 
materials and/or food, resource referrals, mentorship program, etc. 

• Troubleshoots as needed to insure program runs smoothly. 
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• Develops, communicates, and oversees methods for ongoing support for 
graduates of the Community Rx program. 

 
Data Collection, Program Improvement, and Reporting 
• Develops and oversees data collection systems for the program and provides 

quality control. 
• Gathers input from participants, partners, and volunteers for ongoing program 

improvement. 
• Analyzes data and makes recommendations for improvement. 
• Provides quantitative and qualitative data to use for program promotions, 

assist in fulfilling program reporting requirements for funders, and for reports 
to organization’s board of directors. 

 
Organizational Culture, Commitments, and Practices 
• Familiarizes self with organizational culture, commitments, and practices. 
• Insures that Community Rx program communications, planning, and 

implementation conform to organizational parameters. 
• Communicate organizational culture, commitments, and practices to 

volunteers and partners as needed. 
• Gently challenge internal discrepancies to support the health and integrity of 

the organization. 
 
Program Budget, Finance, and Fund Development 
• Works with Executive Director to insure that program expenditures are in 

alignment with budgetary directives and are covered by available resources. 
• Works with Executive Director and volunteers to develop a plan for sustaining 

and increasing program support. 
• Supports Executive Director in grant applications, financial reports for 

funders, and similar responsibilities. Provide requested information to insure 
that all contract and grant reporting and other requirements are met in a 
timely manner. 

 
Additional Duties: In addition to coordinating the Community Rx program, the 
small size of our staff requires everyone to contribute to various administrative 
duties. The Community Rx Program Coordinator will also be our organization’s 
first paid staff member who is fully fluent in Spanish, so this person will lend 
support across organizational activities to support a shift to a bilingual 
organization. Additional duties include but are not limited to the following: 
• Provides general information to community members and makes referrals as 

appropriate. 
• Enters data and provides ongoing quality control. 
• Provides support to events and projects. 
• Makes copies, collates, and staples materials as needed. 
• Orders supplies and/or makes purchases. 
• Works with the Executive Director to develop and implement volunteer 

recruitment, orientation, training, and retention plans. 
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• Contributes to organizational presence in the community, communications 
with elected officials and funders, and development of organizational plans. 

• Helps with translations of organizational website, promotions, and activities. 
 
Knowledge, Experience, and Skills: 
The ideal candidate for this position will have the following knowledge, 
experience, and skills: 
• Bilingual, biliterate, and bicultural in English and Spanish required. 
• Familiarity with various Latinx populations in Santa Cruz County 
• Knowledge about the health benefits of plant-based diets 
• Familiarization with organizational mission 
• Effective written and oral communication skills 
• Sensitivity towards, respect for, and understanding of cultural differences 
• Experience working with diverse individuals and groups with varying 

backgrounds, skills, and expectations 
• Experience working as both a team member and team leader 
• Awareness of community organizations working on related issues 
• Flexiblility, ability to manage multiple tasks, good time management, 

resourcefulness 
• Ability to share information in a way that is concise, articulate, and thorough 
• Computer literate 
• Experience and/or skills in the following areas or be willing to learn: program 

development and implementation, personnel management, outreach and 
promotions, collaboration, public speaking, and project management 

• Ability to prioritize 
• Preferred: Already following a plant-based diet or interested in adopting one 
 
Special Requirements: 
Willingness to work irregular hours, participate in events and meetings in the 
evenings and on weekends, and travel as necessary 
 
Hours: 
This position is 35 hours per week. 
 
Salary and Benefits: 
Wages are $26/hour to start, with the expectation that the annualized salary will 
be $47,320, plus health benefits. 


