
November  2014 
 
ICLEI USA 
Web Administration Assistant  
Oakland, CA 
 
Background 
ICLEI-Local Governments for Sustainability USA (ICLEI) is the largest association of local governments  
focused on climate sustainability and resilience. ICLEI’s mission is to build, serve and drive a movement  
of local governments to advance deep reductions in greenhouse gas emissions, channeling resources  
and support for local action while dramatically scaling up effective solutions to create a sustainable 
future. With over 1000 members globally in 86 countries, ICLEI supports a robust and powerful network  
by developing and delivering cutting-edge tools, trainings, and technical assistance to support local  
governments in their climate mitigation, climate adaptation, energy and resource efficiency, and  
renewable energy efforts. 
 
General Job Description 
ICLEI-USA seeks versatile candidates to assist with the administration of the organization’s digital 
presence across various platforms including public websites, social media, email marketing, and from 
within ICLEI software tools.  This role reports jointly to Membership and Tools departments and provides 
front line support in managing services related to both internal administration and content delivery.   
Successful candidates will possess an interest in the use of technology as a communications medium and 
an understanding of the most salient issues with regard to cities, local government, and climate change.  
Significant opportunity exists for gaining experience working with data related to cities’ sustainability 
and greenhouse gas reduction efforts through periodic research tasks.   
 
Qualifications 

• Bachelor’s degree or 4 years directly relevant experience 
• Experience in Wordpress or other CMS administration 
• Competence working with HTML, structured queries, and programing logic 
• Database and CRM experience strongly preferred 
• Familiarity with greenhouse gas accounting principles and climate science 
• Experience and interest in working with datasets related to cities emissions profiles, energy, 

transportation, and waste 
• Strong communication skills and a service oriented demeanor 
• Exceptional organizational skills, meticulous attention to detail, and very strong multitasking 

abilities 
• Desire to work in a fast paced, non-profit organization with room for growth 

 
ICLEI offers a competitive salary and benefits package and a positive working environment. This entry  
level position offers a salary range of $35,000-$40,000 commensurate with experience and plenty of  



room for growth. This position is based in Oakland, CA, however well qualified candidates working 
remotely will be considered.  Applicants are asked to submit a cover letter and resume or CV to Mike 
Steinhoff (Michael.steinhoff@iclei.org). Position is open until filled, with anticipated start in early 
January 2015.  Questions about the position may also be submitted via email. No phone calls please. 
 
ICLEI – Local Governments for Sustainability, USA is an Equal Opportunity Employer. Women, people 
of color, veterans, and members of other underrepresented groups are strongly encouraged to apply. 


