
HIRING ANNOUNCEMENT: WEST VIRGINIA FOOD & FARM COALITION SEEKS PROGRAM 
COORDINATOR 

 
The West Virginia Food & Farm Coalition seeks a dynamic and committed individual to help build and 
support West Virginia’s rapidly growing local food system.  Since 2010, the Coalition 
(www.wvhub.org/wvffc) has supported a statewide network of West Virginians working to grow food 
and farm businesses while improving access to healthy local food.  The position of Program Coordinator 
requires a special individual who is willing to work hard, think outside the box, be an advocate for 
farmers and consumers, and build partnerships outside of traditional “silos” in order to continue the 
Coalition’s success in promoting food and agriculture as a critical part of West Virginia’s economy and 
well-being.  The West Virginia Food & Farm Coalition is currently located in Fayette County, WV, in the 
heart of Appalachia and site of the New River Gorge. 
 
MINIMUM QUALIFICATIONS: 
Knowledge and experience: One or more years of program management experience. Demonstrated 
successful experience working on partnership-based and team-based projects and with diverse groups 
of individuals, including people from rural and agricultural backgrounds.   Preference is given to 
candidates with knowledge of and/or experience with the following:  farming and agriculture, preferably 
in the Appalachian context; program development and management; creation and implementation of a 
program plan; policy and community/economic development; communications and outreach; proactive 
marketing and promotion; events coordination and planning; grant writing and development of funding 
strategies in support of an organizational mission; and bookkeeping.  B.A. or B.S. required, ideally in a 
related field. 
 
Personal characteristics: Excellent interpersonal skills.  Outstanding abilities in analytical 
thinking. identifying and supporting community leaders, and developing work plans.  Demonstrated 
ability to develop the capacity of volunteers to implement and maintain programs.  Comfort with team 
facilitation and management roles.  Outgoing; well-organized; attentive to detail; creative; able to work 
on multiple projects at once; able to work successfully on a team with diverse members; willingness to 
travel frequently within the state and region, including day and overnight travel by automobile.  Must 
have valid driver’s license. 
 
Technology and software: Word-processing and spreadsheet skills (MS Word and Excel); proficiency 
communicating via e-mail.  Comfort using (or learning) web-based communication tools such as Google 
Docs/Drive and Constant Contact is preferred.  Experience with QuickBooks and bookkeeping a plus. 
 
Communications: Comfortable initiating contact and communications with prospective clients and 
partners via phone, email and face-to-face; strong written and interpersonal communication 
skills.  Good public speaking skills. 
 
Physical: Good vision with or without corrective lenses necessary for computer work; manual dexterity 
needed to operate computer. Ability to travel independently. 
 
Location:  Must be able to work out of the Coalition’s office in Fayette County, WV. 
 
COMPENSATION AND BENEFITS:  
Salary will be commensurate with experience, within the range of $33,000-$35,000/year.  Benefits are 
available, to be negotiated.  

http://www.wvhub.org/wvffc


TO APPLY:  
Qualified/interested candidates should send their resume, cover letter, short writing sample, and list of 
three references to foodandfarm@wvhub.org.  Position is open until filled.  Review of applicants will 
begin by November 30.  Questions may be directed to Elizabeth Spellman, WVFFC Executive Director, at 
(304) 465-5447. 

 
  

Job Description:  
Program Coordinator, West Virginia Food & Farm Coalition 

Background: 
The West Virginia Food and Farm Coalition (www.wvhub.org/wvffc) supports a network of West 
Virginians working to grow food and farm businesses and to improve access to healthy local food.  Since 
2010, the Coalition has helped build linkages among farmers, processors, distributors, educators, 
researchers, agencies, nonprofits, farmers markets, restaurants, youth groups, institutional food service, 
and anyone else interested in making our local food economy stronger. The Coalition also works to 
create venues where West Virginians can discuss big-picture issues related to West Virginia food and 
agriculture, and talk collaboratively about how to address challenges and take advantage of 
opportunities. Many agencies and organizations exist in West Virginia to support food eaters, food 
producers and everyone in between. We seek to tie the threads together and to help continue a 
statewide conversation among multiple sectors about how to help West Virginia's local food economy 
grow.  
Some current offerings of the WV Food & Farm Coalition include: 

·         The “Road Map for the Food Economy” action plan and annual conference, helping 
communities and policymakers to align their actions for a stronger food economy 

·         Support for four Food and Farm Working Groups working on projects related to Meat 
Processing Infrastructure, Food Access, School Gardens / Youth in Agriculture, and Aggregation & 
Distribution 

·         Support for policy advocacy on local food issues, including policy research and advocacy 
training for stakeholders such as farmers 

·         Access to free consulting, technical assistance, and loans for food and farm entrepreneurs 
(through Natural Capital Investment Fund), including consulting on business planning, marketing, 
and more 

·         Field trips and workshops to draw attention to local food efforts and build practitioner 
networks 

·         Research and data on the economic impacts of WV agriculture and on models working in WV 

·         Popular biweekly newsletter with information about grants, trainings, local food news, and 
events, and a regularly-updated calendar of food-related grant deadlines 

·         Statewide directories of local food processors, aggregators and distributors (now available) as 
well as buyers and growers (coming soon) 

mailto:foodandfarm@wvhub.org
http://www.wvhub.org/wvffc


·         Web-based clearinghouse of information for community food projects and food 
entrepreneurs, including a grant deadlines calendar and videos of successful projects 

·         Buyer-Grower “Meet and Greet” event series 

The Coalition began as an initiative of the West Virginia Community Development Hub, but after three 
years of operation, the Hub is helping the Coalition to become an independent 501(c)(3) nonprofit with 
its own Board of Directors.  This transition is taking place gradually and with the full support of the Hub, 
which will continue handling some of the Coalition’s administration until the transition is complete.  The 
Coalition’s Board includes representatives from the farming, lending, community development, health 
advocacy, and faith-based communities.  

For more information about the Coalition, visit www.wvhub.org/wvffc.  
 
Position: 
The Coalition seeks a Program Coordinator who will be responsible for program development and office 
management.  Key duties include supporting and maintaining communications with WVFFC’s four Food 
and Farm Working Groups; coordinating policy initiatives in the context of Working Group needs; 
planning events, including the annual Road Map for the Food Economy conference and Buyer-Grower 
event series; working closely with and providing support for Executive Director, staff, and partners; 
providing communication and outreach tools for the Value Chain Cluster Initiative; and overseeing 
organizational communications.   

Responsibilities:  
Communications and Partnerships 

·         Constantly build relationships with potential partners, help agencies and organizations support 
local food efforts, and entrepreneurially build collaboration among those entities to create new 
opportunities 

·         Enlarge and deepen all aspects WVFFC’s communications network, ensure that ongoing 
information about events and opportunities are provided to the network 

·         Work with other staff to produce the WVFFC Newsletter and update the web site, Facebook page, 
and other communications; provide content as needed.   

Food and Farm Working Groups 
·         Work with Executive Director to provide support for WVFFC’s four Food & Farm Working Groups 
and monitor their activities, empowering them to reach defined milestones and goals 

·         Work with the Working Group chairs to ensure that each group has a work plan and a set of 
priorities for each year and to ensure that the work plan is followed; coordinate their participation in the 
annual Road Map for the Food Economy event 

·         Keep WVFFC staff up-to-date on all Working Group meetings, calls, and events   

·         With guidance from Executive Director, develop a schedule of payments for working group chairs, 
and maintain the schedule 

http://r20.rs6.net/tn.jsp?e=001Imm4d_VBJDeB1fLzu3O1DSHQZTWUvmkGLY_zRbLr-Bx4CafJARciWYWmifNUcc-q9tOzOSupFhHPiBRKcUYcROIXne-yGBaglhS-_9F5wIK8kKVXZX2Xb54Ni0R2Y0f1


·         Determine fundraising or other support needs for working groups and identify sources, delegate or 
assist with grant writing 

·         Work with the WV Hub’s Director of Community Engagement and Policy to coordinate each 
Working Group’s policy initiatives  

·         Make Working Groups aware of policy resources and resources offered by Value Chain Cluster 
Initiative 

·         Accompany working groups or other stakeholders to the State Capitol as needed 

 ·         Help Working Groups prepare for the Road Map for the Food Economy Annual Conference and 
other Working Group events 

Events  
·         Work with other staff to coordinate each Road Map for the Food Economy Annual Conference  

·         Plan and coordinate other educational and networking events as needed and identified by the 
WVFFC Board, Working Groups, or other stakeholders (including a series of buyer-grower mixer events 
already committed for 2014) 

Value Chain Cluster Initiative 
·         Maintain VC2-related communications activities including Facebook, web site, distribution of print 
materials, etc. 

·         Provide outreach tools for VC2, including updates to the NCIF and WVFFC web sites, and ensure 
that VC2 communications are integrated with WVFFC’s other communications 

·         Link VC2 with the Coalition’s policy efforts by capturing regulatory issues and policy opportunities, 
and connecting businesses with the Working Groups 

·         Coordinate events for VC2, including workshops 

Publications & Research 
·         Assist in documenting success stories for Road Map for the Food Economy updates each year, 
including from Working Groups  

·         Oversee updates to the goals and activities of the Road Map for the Food Economy as needed 

Resource Development 
·         Coordinate organizational fundraising and secure funds to ensure long-term sustainability of the 
Coalition 

·         Assist Working Groups in securing and managing funds 

·         Cultivate relationships with funders and include them in WVFFC activities 



·         Write, research, and edit grants as needed, including grant reporting and grant management 
(particularly for Working Groups) 

·         Develop a marketing plan and oversee ongoing marketing activities as needed to raise awareness 
about WVFFC 

Accountability and Supervision 
·         The position is accountable to the Executive Director and members of the Board of Directors of the 
WVFFC.  This position is supervised by the Director and Board. 

Other duties 
·         Other duties as required to meet WVFFC’s organizational mission of supporting food and farm 
businesses and furthering access to healthy food, as well as ensuring financial sustainability, 
accountability, responsiveness, and high ethical standards for the organization 

 


