
Community Engagement Assistant  
DC Greens, a non-profit organization that uses the levers  
of food education, food access, and food policy to advance  
food justice and health equity in the nation's capital, is  
currently seeking a Community Engagement Assistant.  

This position will support customer outreach and conduct customer communications for the 
Produce Plus Direct program. Produce Plus Direct is a city-wide program that connects 
low-income DC residents with fresh fruits and vegetables from local farms.  

You are an ideal applicant if you can demonstrate excellent communication and organizational 
skills in a fast-paced environment. You must be able to communicate with the diverse group of 
people who make up the Produce Plus Direct community, including customers, volunteers, 
farmers’ market managers, and leaders of community institutions. This position reports to the 
Community Engagement Manager and receives additional guidance from the Produce Plus 
Manager.  
 
Essential Job Requirements 

Community Engagement/External Relations  

● Inform key service providers and community institutions of updates and developments 
(such as schools, clinics, senior centers, pantries, and places of worship)  

● Assist in the development of community planning activities, track and analyze 
community member feedback  

● Support distribution, virtual and physical, of materials to Food Champions, service 
providers, and community institutions  

● Support the development and implementation of the customer communications strategy 
including, drafting emails, newsletter, and sms messages, and social media  

● Support the creation and maintenance of outbound engagement initiatives and tech 
platforms 

● Support CEM in the management of a team of Food Champions  
● Assist CEM in completing financial responsibilities (ie reconciliation of receipts and 

mileage reimbursements) 
● Support CEM in providing consultations to outside organizations on community 

engagement practices  
● Support collection and reporting of inbound communications that result from targeted 

activities 
● Lead occasional webinar/virtual presentations and facilitate sessions as needed 

 
 



Program Implementation and Support 
● Assist CEM with training and onboarding activities for new staff 
● Contribute to regular meetings and planning sessions to guide the future of the Produce              

Plus 2021 season 
● Support the distribution of accurate information to participants related to the Produce 

Plus program 

General  

● Closely collaborate with stakeholders to solve problems that arise 
● Support Food Champions and Produce Plus team with technical issues  
● Work collaboratively with other staff members to achieve position and organizational 

goals 
 
Qualifications 

● Demonstrated commitment to the vision and mission of DC Greens’ work  
● Demonstrated commitment to racial justice and equity  
● A high degree of professionalism, compassion, organization, and flexibility 
● High school diploma 
● Minimum of 3 years experience with customer care or outreach 
● Minimum of 3 years experience facilitating trainings, workshops or working in a 

classroom settings 
● Clear oral and written communication skills 
● Ability to work both in-person and remotely to complete essential requirements of the 

position 
● Ability to lift 20lbs; ability to stock and move supplies from various locations 

 
Preferred 

● Proficient in Google Suite (Gmail, Google Drive, Google Sheets, Google Calendar) 
● Experience supporting people remotely 
● Enthusiasm for farmers’ markets and healthy food 
● Strong familiarity with D.C. communities in Wards 1, 5, 7, and 8 
● Drivers’ license and access to a vehicle  
● Proficiency in Spanish, Mandarin, Cantonese, or Amharic 

 
Salary & Benefits 
This is a full-time (40 hours/week), temporary (ending 12/31/2021), non-exempt position. The 
salary range for this position is $51,250 to $55,500 with generous benefits 
(medical/dental/vision, disability/life insurance, 25 days PTO, flexible schedule). DC Greens 
does have a telework policy that allows employees to work remotely. Due to the responsibilities 
of this position, being physically present in DC and onsite at multiple locations will be necessary.  
 
How to Apply 
If interested, email a cover letter and resume to hiring@dcgreens.org. In your cover letter 



provide an answer in 250 words or less to the following prompt: What is your personal and 
professional lived experience with the communities with whom we work?  
 
Please put "Community Engagement Assistant" in the subject line and save your cover letter 
and resume as a single attachment labeled “LAST NAME, FIRST NAME_Application.” 
Applications will be accepted on the rolling basis with priority given to applicants that 
apply by January 31, 2021, 11:59 pm EST. Anticipated start date is March 1st, 2021. 
 
DC Greens is an equal opportunity employer. We strongly encourage and seek applications 
from people of color, including bilingual and bicultural individuals, as well as women, and 
members of the lesbian, gay, bisexual, and transgender communities. Applicants shall not be 
discriminated against because of race, religion, sex, national origin, ethnicity, age, disability, 
political affiliation, sexual orientation, gender identity, color, marital status, or medical status. 
Reasonable accommodations will be made so that qualified disabled applicants may participate 
in the application process. Please advise in writing of special needs at the time of application.  

 


