2026-2027 AmeriCorps Member Position Description

L

LOUISIANA WILDLIFE FEDERATION

Partner Organization Name: Louisiana Wildlife Federation
Corps Member Position Title: Digital Projects Coordinator
Supervisor: Rebecca Triche

Days/Hours of Service: M-F, 9-5

Physical Location: 8480 Bluebonnet Blvd Ste F Baton Rouge, LA 70810

Organization Mission and/or Goals:

The mission of LWF is to be the voice of Louisiana’s wildlife and natural resources. Our vision is that
Louisiana is a thriving wildlife paradise. Our principles are to conserve Louisiana’s natural resources with
emphasis on wildlife and their habitats, engage outdoor enthusiasts who reflect the unique diversity of
Louisiana, advance sound, scientifically established resource management principles and to promote
conservation management and policies through education and advocacy.

Program Mission and/or Goals:

This program will support the Louisiana Wildlife Federation’s efforts to improve access to and use of its
digital resources by advancing three key initiatives: managing Phase 2 of LWF’s archiving project, supporting
the redesign of LWF’s website, and promoting two contractor-developed history projects. Through this
work, the program will make LWF’s historical records and conservation resources more accessible,
searchable, and usable for staff, volunteers, and the public. By digitizing priority documents from LWF’s 85-
year history, improving website organization and functionality, and promoting an ArcGIS-based platform
featuring audio, video, photographs, and historical documents, the program will increase public awareness
of Louisiana’s conservation history and make it easier for users to find information, understand key issues,
and engage with LWF’s work.

Member Position Summary:

The Digital Projects Coordinator will carry out three primary service activities: implementation of Phase 2 of
the Archiving Project, support of website redesign, and promotion of contractor-developed historical
resources.

The member will manage Phase 2 of LWF’s Archiving Project by:
e digitizing, organizing, and cataloging thousands of historical documents, including newsletters,
photographs, reports, and policy materials,
e maintaining a structured digital system that is searchable and accessible to staff, volunteers, and



individuals interested in conservation.
e supporting long-term preservation and accessibility of LWF’s historical records.

The member will support the redesign of LWF’s website by:
e working with staff and a contractor to review site structure, test links and documents, and assist
with content organization and migration.
e ensuring the website is organized around what users need most, making it easier to find and
connect information.

Upon completion of contractor-developed historical projects, the member will:
e implement outreach and promotion through social media, website content, email communications,
and in-person trainings to increase awareness of and engagement with these resources.

Essential Functions of Position:

Archiving Project

¢ Scan and digitize historical documents, including newsletters, photos, reports, and policy materials
¢ Organize files using clear and consistent naming systems so they are easy to find and use

¢ Add basic information or metadata to files and maintain materials in a digital system that others can
search and access

¢ Develop and follow consistent organization protocols to support long-term usability

Website Redesign

» Review website pages with staff and a contractor to improve how information is organized

¢ Check that links, documents, and other materials function properly and are up to date

¢ Help reorganize and move content so it is easier for users to navigate the website

* Support efforts to ensure policy information is clearly connected to actions people can take

¢ Assist with content preparation and organization for migration to a new design and/or hosting platform
¢ Support completion of content review and quality assurance for key website sections

Outreach and Promotion of Historical Projects

¢ Implement coordinated outreach efforts and develop promotional content pieces

¢ Share historical content through social media, website updates, and email communications
e Support outreach efforts and campaigns to increase awareness of these resources

¢ Help plan and assist with in-person trainings and presentations

Skills, knowledge and trainings the corps member should expect to gain from this position

e The member will gain experience in project management, digital archiving and records
management, including document digitization, organization, and basic metadata systems, as well as
website content management and quality assurance.

e The member will also develop skills in digital communications and public engagement through
outreach across social media, website content, email, and in-person trainings.

e Through this service, the member will gain knowledge of Louisiana’s conservation history, policy
development, and advocacy efforts, and develop an understanding of how these systems interact to
influence environmental outcomes. T

e The member will also build experience in project coordination, collaboration with staff and
contractors, and translating complex information into accessible and engaging content for a broad
audience.



Ideal Candidate Qualifications

e Detail-oriented and organized, with the ability to manage multiple tasks while maintaining accuracy

e Comfortable using computers and willing to learn new digital tools and systems

Strong written communication skills and ability to present information clearly to a broad audience
Interest in environmental issues, public policy, conservation, and the historical context that shapes them
Self-motivated and able to work both independently and collaboratively

Interest in gaining experience in digital archiving, website content, and public engagement

Physical and Logistical Requirements
¢ Perform duties that require extended periods of sitting and computer use
e Lift, carry, and organize boxes of documents and materials as needed

e Own vehicle or able to bike to site
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