
                                               Responsibilities and Duties  

 
 

JOB DESCRIPTION 

Job Title Restoration Coordinator Job Holder Vacant 

Author Emily Coyne Date Created 1 July 2026 

Format Temporary (12-month 
term) 

Hours  P/T (14 hours per 
week) 

 
 

OUTLINE DESCRIPTION OF ROLE 

TreeSisters is a global movement for a greener, more equal future, rooted in restoration, 
protection, and reconnection with the Earth. In partnership with local women and 
Indigenous communities, we have already planted millions of trees, restoring some of the 
world's most precious forests and ecosystems. But planting is only the beginning. Our work 
champions the Rights of Nature, uplifts those on the frontlines of climate change, and 
seeks to rebuild humanity's relationship with the living world, because this disconnection 
lies at the very heart of the crises we face. 
 
As Restoration Coordinator, you will support the administrative and operational 
requirements of managing our programme of environmental restoration work. 
 
Reporting to the Head of Impact & Engagement and liaising with other team members as 
required. 
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                                                                  JOB DESCRIPTION 

1 Project Coordination 
●​ Support the review of project applications, due diligence and risk assessments 
●​ Support the preparation of project agreements, extensions and amendments 
●​ Coordinate the timeline for project launch, quarterly progress updates, annual 

reporting and end of project reporting, liaising with the restoration partners 
●​ Arrange and attend regular meetings with the TreeSisters team and restoration 

partner teams, ensuring strong record keeping and follow-up. Also providing 
translation support where needed, if possible. 

●​ Liaise with the Head of Finance & Operations to coordinate the funding of the 
projects 

2 Managing Project Records  
●​ Collate and record new project information, including basic data and agreed 

targets 
●​ Record actions from meetings, schedule reminders and check-ins where needed 
●​ Gather reports from partners, collate and record the data, comparing to agreed 

targets 
●​ Perform regular research on project locations and partners, raising and 

recording new or changing risks 
●​ Work collaboratively to continuously improve and enhance monitoring, 

evaluation, learning and data infrastructure.  

3 Communications  
●​ Share information about restoration partnerships and projects for marketing 

and fundraising 
●​ Organise and log images, stories and quotes from the restoration partners  

4 Other duties 
●​ Events technical support (no more than one per month, which may take place in 

the evenings) 
●​ Adhoc duties and administration as and when required 
●​ Restoration priorities (and, therefore, tasks) might change, and therefore, you 

will need to step into those tasks as needed. 
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                                                              Person Specification 
Unless otherwise noted as desirable, all skills are essential. 

1 Qualifications and experience 
●​ Project coordination experience and/or qualifications 
●​ Experience in coordinating a portfolio of projects, managing multiple priorities 

at once 
●​ Experience using digital systems for data collection, record keeping and data 

management for monitoring and analysis of projects/programmes (Google 
Workspace experience desirable) 

●​ Experience of Nature restoration/regeneration/conservation projects 
(desirable) 

2 Knowledge 
●​ Knowledge of Google Workspace and Monday Project Management (desirable) 
●​ Familiarity with project management methodologies and best practices 

(desirable). 
●​ Understanding of the issues of conservation and colonialism (desirable) 
●​ Understanding of gender equity challenges and mitigation steps (desirable) 
●​ Fluency in additional languages, particularly French and/or Spanish (desirable) 

3 Skills & Abilities 
●​ Exceptional interpersonal skills and ability to work with different stakeholders 
●​ Highly competent organisational and time management skills, with the ability to 

prioritise workload and meet deadlines 
●​ Excellent verbal and  written communication skills 
●​ Capacity to connect with people across different cultures 
●​ Good general IT skills  
●​ Strong at digital collaboration, wth proficiency in virtual meeting and messaging 

platforms (Slack and Zoom experience desirable) 
●​ Proven ability to solve problems and complete whole projects independently 
●​ Self-motivation and accountability, with a strong ability to stay focused, manage 

your own schedule, and meet deadlines whilst working in a completely remote 
team 
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