
 

Retail Manager and Volunteer Coordinator 
Gilsland Farm Audubon Center, Falmouth 

 

Maine Audubon is hiring a Retail Manager / Volunteer Coordinator to join 
their dynamic team based in Falmouth, ME.  Maine Audubon works to conserve Maine’s 
wildlife and wildlife habitat by engaging people in education, conservation, and action. 

Working under the direction of the Director of Finance and Human Resources, the 
Retail Manager / Volunteer Coordinator oversees and manages the Nature Store 
at Gilsland Farm and all statewide retail operations for Maine Audubon as well as the 
Maine Audubon online store.  The Manager will work alongside various colleagues to 
manage the day to day operation of the retail store and online store, manage inventory, 
select the product assortment, execute exposure planning and visual presentation and 
conduct marketing and operation activities to drive achievement of sales and income 
targets.  As Nature Store Manager, you will actively participate in strategy development, 
support Maine Audubon’s commitment to growing our constituent base, and share our 
goal of increasing public awareness of our mission.  

Additionally, the Nature Store Manager will also serve as Volunteer Coordinator for 
Maine Audubon’s vibrant and engaged volunteer corps.   

Primary Responsibilities:  
 

 Maintain the Nature Store in an appealing & relevant manner. 

 Process retail store sales to include end of day reconciliation. 

 Process and ship web store orders and curbside pickup (phone) orders. 

 Support the retail needs of the Conservation, Education, and Advocacy areas. 

 Provide the purchasing function of the organization. 

 Accurately maintain the electronic inventory system. 

 Cultivate new volunteers to assist in the Maine Audubon operations. 

 Assist in developing and executing training programs for volunteers. 

 Accurately maintain the Educator Resource Center database. 

 Responsible for opening and closing the Environmental Center building when 
needed. 

 Promote and grow the rental opportunities of the campus. 

 Train Nature Store clerks to include natural history of Gilsland Farm. 

 Cultivate new volunteers to assist in the Nature Store operations. 



 Coordinate all business and office functions with Maine Audubon Finance 
Department  

 Build and sustain staffing and volunteer support – recruit, train, and supervise 
store staff and volunteers. 

 

QUALIFICATIONS (KNOWLEDGE, SKILLS, AND ABILITIES) 

 Outgoing personality; ability to engage visitors 

 Computer skills 

 Solid organizational and time-management skills   

 A love for nature, the environment, and the outdoors and an interest in serving 
the constituencies of Maine Audubon as well as learning more about 
conservation. 

 
EDUCATION AND EXPERIENCE 

 Bachelor’s degree plus five years of retail, merchandising and/or purchasing 
experience, similar work experience may be substituted for education. 

 Experience managing staff in an energetic, positive setting. 

 Experience with retail POS systems and reporting. 

 Nonprofit organization experience working and engaging volunteers. 

 Experience working with the general public. 
 

SKILLS AND ABILITIES 

 Strong leader and communicator for diverse people and communities 

 Strong organizational and time management skills—ability to work on multiple 
projects concurrently, effectively managing and prioritizing work and tracking 
and meeting deadlines. 

 Diligent, personable, and able to work with variety of people and work styles.  

 Strong analytical and problem-solving skills. 

 A strong solution-orientation and flexibility in adapting to changing 
circumstances. 

 Develop research, analytical and organizational skills. 

 Ability to think and plan strategically. 

 Willingness to work independently and efficiently in a fast-paced, results-
oriented, positive environment.  

 Ability to manage and document details in order to maintain complete and 
accurate electronic inventory files. 

 

  

Maine Audubon offers a competitive benefits package!  

 

NO RECRUITERS PLEASE  



Maine Audubon is an Equal Opportunity Employer.  All qualified applicants will 
receive consideration for employment without regard to race, color, religion, age, sex, 
sexual orientation, gender identity, national origin, disability, veteran status, or any 
other status protected by law.  

Any job offers are contingent on a successful criminal background check. 

To apply: Please send resume and cover letter to cferland@maineaudubon.org, with 
“Retail Manager and Volunteer Coordinator” in the subject line.  Review of applications 
will be ongoing with an anticipated start date in April, 2021.  Position is open until 
filled. 


