We are Hiring

Executive
Director
Interested?
Send your resume
and cover letter to:

info@treedavis.org

Tree Davis Executive Director Opening
Tree Davis, a nonprofit dedicated to keeping Davis clean, green, and cool by enhancing and
expanding the urban forest, is seeking a new Executive Director. Since 1992, Tree Davis’
dedicated staff and volunteers have been planting, monitoring, and caring for the
community’s trees. In recent years, Tree Davis has added several programs, overseen the
planting of over 3,000 trees and engaged thousands of volunteers. The future is bright for
the organization as it looks to capitalize on the growing focus and increased funding for
climate change initiatives. This short video showcases the importance of our work.

Governed by a Board of Directors, the work of Tree Davis is carried out by the Executive
Director, a professional staff of four, seasonal interns, and dozens of volunteers. The
organization has a budget of approximately $250K and is funded by grants, donations,
service contracts, and a partnership with the City of Davis. In honor of Tree Davis’ 30 years
of serving the Yolo County community, the organization was recently awarded the City of
Davis’ Environmental Legacy Award. For more information on our programs and impact,
visit www.treedavis.org.
POSITION SUMMARY
The Executive Director reports to the Board of Directors and manages the programs and
day-to-day operations of Tree Davis, including supervision of program staff, interns, and
community volunteers. The Executive Director must be an energetic, experienced, and
passionate leader who will continue to grow community support for Tree Davis’ programs
and ensure the organization’s long-term viability and effectiveness.
KEY RESPONSIBILITIES
Leadership
Collaborate with the Board to develop a broader vision and an updated strategic plan
with short- and long- term goals to guide the work of Tree Davis.
Take a leadership role in local and regional efforts that affect the urban forest.
Maintain a working knowledge of significant developments and emerging trends in the
field.
Ensure appropriate staff levels to carry out Tree Davis programs. Recruit, hire, onboard,
and train qualified staff members.
Provide staff with constructive feedback on an ongoing basis, conduct staff evaluations,
handle disciplinary actions, and perform exit interviews.

Recruit and terminate staff as needed.
Ensure a positive, healthy, and safe work environment.
Program Management
Manage the development, coordination, implementation, evaluation, and ongoing
improvement of all Tree Davis programs, including tree planting, tree maintenance,
education programs, tribute trees, and climate-ready landscapes.
Working within program budgets, ensure that there are appropriate staff levels, tools
and supplies available to carry out programs effectively.
Maintain accurate records and reporting requirements on programs to meet grant
requirements and ensure ongoing organizational effectiveness.
Work with the Board and staff to maintain and improve existing programs and develop
new programs and services that serve the mission and vision of Tree Davis and achieve
the goals of the organization.
Ensure Tree Davis is in compliance with all federal, state, and granting agencies’
requirements.

Financial Management
Collaborate with the Board to develop an annual budget for Tree Davis.
Collaborate with the Board to identify and secure adequate funding for Tree Davis
programs.
Ensure that accounting, billing, and payments are conducted in a timely and accurate
manner. Invoice expenses for reimbursable grants and contracts and fulfill reporting
requirements.
Monitor cash flow and keep accurate financial records.
Work with the contract bookkeeper to track and reconcile expenses and income.
Manage Tree Davis regarding insurance policies, permits, licenses, and filing of local,
state and federal taxes and reports as required. Assure that complete and accurate
records are kept.
Board Relations
Provide open, clear, and effective communication to maintain a strong collaborative
relationship with the Board.
Keep the Board fully informed on the condition of the organization and all important
factors influencing it. Participate in Board meetings and appropriate Standing Committee
meetings. Prepare Board meeting agendas in collaboration with the Board president and
assist in the general administration of Board business.
Provide timely, accurate, and complete financial and management reports to keep the
Board updated on the achievements, needs, and challenges of Tree Davis.
Prepare an annual report on the general operation, program and financial affairs of Tree
Davis.

Fund Development
In partnership with the Board, develop and implement fundraising techniques seeking
financial commitments and contributions from individuals, businesses, corporations, and
foundations.
Write grant proposals, develop fundraising plans, and solicit donations.
Track and make records of all donations, thank donors.
Manage the Tree Davis membership program, maintain donor database (Salesforce)
and records, and provide donor recognition.
Community Relations
Serve as a liaison with the community, other organizations, and the general public.
Promote effective partnerships and cooperation with private, public, nonprofit entities to
achieve programmatic goals.
Serve as a spokesperson for Tree Davis at public forums and events.
Ensure the Tree Davis website provides up-to-date information. Work with the Outreach
Committee to produce and send e-newsletters to donors, partners, and volunteers.
Participate in community engagement/educational events such as ongoing weekend
tree plantings, community outreach via annual appreciation events, Tree Tours, etc.
QUALIFICATIONS
Required Qualifications
Bachelor's degree or equivalent skills and experience
3 or more years of relevant professional work experience
Passion for environmental work
Flexibility and willingness to work evenings and weekends as needed for Board
meetings and public events
Organized and detail-oriented
Self-starter with an entrepreneurial spirit
Strong interpersonal, written, and verbal communications skills
Ability to work collaboratively with people of different backgrounds
Basic computer and administrative skills (MS Office, record-keeping, etc.) and ability to
learn new technologies quickly
Willingness to step in and carry out operational or program activities as needed.
Possession of a valid driver’s license
Ability to work outdoors in inclement weather and to safely lift and move 50 lbs
Preferred Qualifications
Experience in a nonprofit, community-based setting (preferably in urban forestry or a
related environmental field)
Knowledge of urban forestry, arboriculture, horticulture, climate-ready landscaping
and/or habitat restoration
Experience with community outreach, volunteers, partnerships, and fundraising
Experience successfully writing and managing grants
Experience managing and supervising staff and volunteers
Communications experience including social media, press, and newsletters
Familiarity with Salesforce CRM, Quickbooks, MailChimp, and/or Adobe products

WORK HOURS, COMPENSATION AND BENEFITS
This is a full-time hybrid position. Hours must align with staff, and partner availability but are
flexible in general. Administrative work will primarily be remote, however, some field work
will be required.
Salary range is $65K-$75K, depending on experience, qualifications, and revenue
generation. Benefits include three weeks of PTO per year plus paid holidays. Retirement
Funding and Performance bonuses are available.
APPLICATION PROCESS AND TIMELINE
Tree Davis invites qualified applicants to email a cover letter and resume to Board President
Greg McPherson at info@treedavis.org. Please include “Executive Director Application” in
the subject line. While the position is open until filled, the priority review date is September
12th and applications will be screened as they are received. References will be required for
top candidates and the final candidate will be subject to a background check.
Tree Davis is an Equal Opportunity Employer to all, regardless of age, ancestry, color,
disability (mental and physical), exercising the right to family care and medical leave,
gender, gender expression, gender identity, genetic information, marital status, medical
condition, military or veteran status, national origin, political affiliation, race, religious creed,
sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and
sexual orientation.

Join us in planting trees and growing community!

