Community Engagement Specialist
Pine Meadow Ranch Center for Arts & Agriculture
The Roundhouse Foundation

Title: Community Engagement Specialist; Pine Meadow Ranch Center for Arts & Agriculture

Status: Full-time, non-exempt

Hours: 40 hrs./week; office hours are 8:30 am — 5 pm Monday through Friday. Days and times vary depending on work
requirements. The position requires regular evening and weekend availability to accommodate events.

Reports to: Arts Program Manager

About the Roundhouse Foundation & Pine Meadow Ranch

The Roundhouse Foundation is a private family foundation based in Sisters, Oregon, with a mission to support creative
projects and organizations through art, environmental conservation, social services, community leadership, and education. The
Foundation’s vision is to create a positive impact through collaboration in communities by encouraging creative problem
solving, supporting innovative programming, and stimulating the economy. Roundhouse Foundation employees embrace and
advance the common values of the organization: community enrichment, cross-generational support, arts and cultural
awareness, and catalyzing change.

Pine Meadow Ranch Center for the Arts & Agriculture (PMRCAA), a program of The Roundhouse Foundation, is a 260-acre
working ranch serving as a learning lab for conservation, regenerative agricultural practices and creatively supporting economic
development in a rural community. The Ranch also hosts a seasonal artist in residence program. The vision of the PMRCCA
is to improve the well-being of people and place through the arts, stewardship, and sustainable agriculture, with the goal of
preserving the land, views, and other assets of the historic ranch for years to come.

Position Overview

The Community Engagement Specialist supports the day-to-day communications strategy for PMRCAA. They will manage,
alongside the communications team, the online social platforms for PMRCAA. This position will work in coordination with
internal and external teams to facilitate content creation (copy creation, video and still photography) to document a sense of
place while maintaining brand integrity.

They will direct planning, coordination, and execution of community-centered events at PMRCAA. These events include
those designed to support the public events including PMRCAA tours, Garden and Ranch programs, Craft & Connect, bird
walks and others as determined by the Arts, Garden and Ranch teams. In addition, they will support the events hosted by the
Artist Residency Programs, including workshops, open studios, lecture series, and other community engagement activities. The
Community Engagement Specialist works closely with all PMRCAA team members to ensure events run smoothly and align
with the mission and vision of PMRCAA. This role emphasizes event logistics, communication, setup, and post-event tasks.

They will be responsible for writing compelling landing pages and graphics for ranch events.

The Community Engagement Specialist may provide on-site support for residents and visitors, including welcoming guests,

offering tours, and serving as a liaison between event organizers, instructors, and attendees.
Given the nature of events, the role requires regular evening and weekend availability.

This position is based in Sisters, Oregon, and does not allow for remote work.



Essential Functions

Communication & Outreach:

o

o

Work with internal and external teams to facilitate the content creation process.

Document a sense of place on all PMRCAA social channels. Take notes and provide details, photos and video
footage of daily activities on the ranch including topics like garden/agrarian, arts and ranch related work.
Occasionally there may be opportunity for crossover between other Foundation programs and assistance with
additional documentation may be required.

Create graphics and compelling landing pages for events to be used on the PMRCAA website and social
media, and online advertising, Appropriate editing and re-sizing will be required.

Collaborate across internal/external teams to produce regular e-newsletters and email marketing, Work with
all teams to track send-dates and avoid email send fatigue.

Keep calendars up to date throughout the season. Maintain master event spreadsheet, website events, and
other online listings to be consistent with offerings.

Coordinate social media creation, approval and execution in a manner that harnesses predictable workloads,
favors bulk reviews, and secures approvals 30 days in advance.

Maintain brand integrity in all communications including visual, written and in-person support.

Collaborate to promote events by the local distribution of flyers and attending in person events (such as the
Sisters Outdoor Quilt Show).

Event Preparation & Execution:

Develop and support a series of community-facing events including projects such as ranch tours, garden
photo sessions, bird walks, and others to draw community members and visitors to PMR.

Assist in planning, scheduling, setting up and staffing workshops, lectures, and open studios to provide
consistency

Ensure the cleanliness and readiness of the facility.

Coordinate with other staff and instructors to confirm event logistics, including schedules, materials and
technology need as required.

Alongside other team members, welcome attendees, provide facility information, and offer assistance during
events.

Handle event setup, breakdown, clean-up and setting up for future projects. If necessary, set up hospitality
stations with refreshments and snacks.

Work with team members to support documentation throughout events for social and website content.
Administer event digital tasks such as surveys, feedback documentation, email collection and email
management.

Maintain and organize event supplies, ensuring readiness for each activity.

Minimum Qualifications

® Associate’s degree or equivalent experience in communications, marketing, arts, humanities, environmental programs
or a related field.

® 1-2 years of marketing, social media content experiences; as well as customer service, hospitality, or event

coordination experience.

Strong interest in the Arts and Humanities and their intersection with agriculture and ranch life.

Creative and able to find the beauty in everyday happenings which can quickly translate to content for social

platforms.



Ability to edit, organize and archive video and stills for communication purposes.

Deadline driven with exceptional organizational skills and attention to detail. Responsible and task oriented while
being highly collaborative.

Strong verbal and written communication skills.

Physical ability to lift up to 30 lbs. and set up event spaces (e.g, tables and chairs).

Proficiency with social platforms, YouTube, Microsoft Office, Google Suite, Canva and other online tools.
Flexibility to work evenings, weekends, and outside typical office hours.

Self-motivated, team-oriented individual with a warm and welcoming demeanor.

Lifelong learner who can keep team members abreast of changing social media trends.

Personal qualities of honesty, transparency, integrity, credibility, and a commitment to and passion for PMRCAA and
the Roundhouse Foundation mission.

Desired Qualifications

Graphic design and photography expetience - specifically in portraiture and events (or a desire to learn).
Experience or proficiency in Adobe Suite, specifically Adobe Photoshop or InDesign

Meta platform experience.

Understanding of Indigenous cultures and Inter-Tribal relationships across the Pacific Northwest

Lived rural experience.

Multi-lingual: Spanish is preferred.

Compensation

This is an exempt full-time position. Position compensation is $60,000-$85,000 annually commensurate with experience.
Roundhouse Foundation provides group health insurance coverage (medical, dental, vision) for eligible employees working an
average of at least 30 hours per week, subject to the terms of the health insurance plan and a 401K for eligible employees.

Background check & Drug Testing

We are a community-centered organization, and all our staff conduct significant outreach to schools, social service centers, and
other partner organizations. In addition, our facility (which houses both Roundhouse Foundation main offices and Pine
Meadow Ranch Center for Arts & Agriculture) is a drug-free workplace. PMRCAA is a working ranch with safety-sensitive
positions that would be dangerous if performed under the influence of drugs or alcohol. Roundhouse Foundation requires all
new staff members to satisfactorily pass a background check, driving record check and pre-employment drug screen for the
safety of employees, community partners and visitors. Therefore, employment is contingent upon successful completion of a
pre-employment drug screen, background and driving record check. All employees may be subject to reasonable suspicion

drug and alcohol testing,

Mandatory COVID Vaccine Policy

To provide and maintain a safe workplace, effective October 2021 Roundhouse Foundation will require all new hires to
provide proof of vaccination to the RHF HR Office. This policy is to safeguard the health of our employees and their
families, our clients and visitors, and the community at large from COVID-19. Except as provided by state law, all employees
are required to receive COVID-19 vaccinations as a condition of employment unless a reasonable accommodation is approved.
A full copy of the policy can be provided upon request.

Nondiscrimination Statement

Our policies and practices provide equal opportunity to all qualified individuals in leadership, staffing and service, regardless of
race, ethnicity, national origin, citizenship status, gender, gender identity, sexual orientation, disability, age, religion, and any
status protected by law.
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