National Tropical Botanical Garden
Kalaheo, Kauai
BFI Coordinator

JOB POSTING

We are now accepting applications for a Full Time Breadfruit Institute (BFI) Coordinator. This position will
coordinate the Breadfruit Institute’s collaborations and research with global partners. Working under the
direction of NTBG’s Director of Science and Conservation, this position will provide critical programmatic
and administrative support. This position is based at NTBG Headquarters on Kaua‘i.

Ideal candidates have experience to be successful at fulfilling the following duties:

e Manage and implement collaboration activities, such as communication and organization of
meetings, sending materials to partners, compliance paperwork, ensuring adherence to deadlines,
organizing incoming information.

e  Working closely with NTBG communications to increase the profile of BFI through social media,
and other platforms (e.g., short stories on our webpage and go botanical publication)

e Prepare technical and project reports and publications as agreed with the Director of Science and
Conservation.

e Creating education materials in a variety of formats (e.g., videos, factsheets)

e Oversee the response to inquiries to BFI from other parties (e.g., students asking for internships,
members of the general public asking for information, etc.)

e Facilitate and support the work of students and interns as relevant.

e Participate in shared work with the NTBG breadfruit collection to collect leaves, photograph
plants, collect morphological data, assess health of trees using protocols

e Develop interpretive materials, lead special tours, and give presentations as relevant.

e Participate in special events to promote breadfruit and the Breadfruit Institute, including training
and outreach.

e  Assist with other duties and projects as assigned by the Director of Science and Conservation.

Requirements:

e Excellent interpersonal, written and verbal communication skills.

e Highly organized, flexible and self motivated.

e Experience working with spreadsheets (e.g., microsoft excel) is required.

e Experience working with breadftuit is desirable but not required.

e  Ability to develop and modify dynamic work schedules as needed and produce accurate,
high-quality reports.

e Bachelor’s Degree in relevant field or equivalent work experience.

e Must have a valid Driver’s license and the ability to travel occasionally.

Pay Range: 55k-65k/yr.. DOE

Deadline to apply for this position: open until filled
Please submit résumé and cover letter to: careers@ntbg.org
Additional information available on our website: ntbg.org

An Equal Opportunity Employer

The mission of the National Tropical Botanical Garden is to enrich life by perpetuating tropical plants,
ecosystems, and cultural heritage.




