
NOFA’s The Natural Farmer – Communications Administrator Position Description

November 2023

Northeast Organic Farming Association Interstate Council (“NOFA IC”, “IC”) is hiring a
Communications Administrator for The Natural Farmer (“TNF”), the quarterly in-print publication of
NOFA. This is an Independent Contractor position hired by the Northeast Organic Farming Association
Interstate Council (“NOFA IC,” “IC”).

TNF covers news of sustainable agriculture and the organic movement nationally and internationally,
especially those from the seven NOFA-chapter states. TNF features articles about organic farming
techniques, certification issues, environmental developments as they impact farmers and growers, issues
of food justice and inequalities in the food system and their impact on farmers of color, migrant farmers
and other marginalized groups, and other topics of interest to the Northeast organic community.

TNF is developing a racial justice statement, which the Contractor should be committed to upholding.
While the statement is a work in progress, NOFA/Mass has a Working Racial Equity Statement that
speaks to the IC’s position.

NOFA encourages candidates from diverse cultural and economic backgrounds to apply.

NOFA is an equal opportunity employer that does not discriminate in employment and contracting
practices based on race, color, religion, sex, gender identity, national origin, age, sexual orientation, or
disability.

The Contractor shall oversee ad sales of The Natural Farmer and support the communications and
administration needs for the printed publication, website, and social media. While the workflow is steady,
it increases with the quarterly printing schedule - March 21, June 21, September 21, and December 21.
Details of the services are outlined below.

TNF’s Editor supervises the contractor, and parts of the position are collaborative; however, this highly
autonomous position requires a balance of excellent administration, marketing, interpersonal skills, and an
ability to be accountable for its responsibilities with little oversight.

The Contractor will work 5-8 hours/week throughout the year for at most 400 hours, or $10,000, unless
permitted to work more than this number. The position is 100% remote.

Compensation will be provided at $25/hour. Because this is a contract position, no health or Paid Time
Off benefits are provided.

As a contracted position, any necessary expenses shall be reimbursed upon submission of receipts,
provided such expenses are within TNF’s budget. These may include printing, postage, mailing list
maintenance, and travel, including the IRS mileage rate. The Contractor is responsible for maintaining,
without reimbursements, computers, software programs, internet connections, and other devices or

https://www.nofamass.org/home/about/nofamass-working-racial-equity-statement/


services necessary to perform the job.

The Contractor is not an employee. NOFA IC is not responsible for withholding taxes, FICA, or other
employment taxes such as unemployment or worker's compensation for the Contractor.

Position Responsibilities

Advertiser Management
● Manage existing and recruit new advertisers and sponsors of TNF to maintain, at a minimum,

$30,000 in ad revenue and sponsor revenue annually;
● Work with advertisers to update and renew ads;
● Develop and strengthen relationships with advertisers;
● Each quarter, ensure ads are correctly formatted, prepared for use in TNF and submitted on

time;
● Work closely with TNF’s Editor to identify and create new advertising and sponsorship

opportunities for TNF;
● Provide minimal support to advertisers if requested to develop or design targeted ads for the

TNF audience. (Additional graphic design work can be arranged separately between the
advertiser and the independent contractor.)

Communications
● Join quarter TNF Advisory Committee meetings;
● Proof quarterly issues;
● Over subscriber list and status, provide an accurate subscriber list to TNF’s Editor each quarter;
● Work with TNF’s Editor to strengthen relationships with subscribers and attract new ones;
● Work with the TNF Editor to design graphics for the website, paper and social media using Canva

and support marketing to solicit writers;
● Develop a social media presence for TNF and a strategy for using and posting to Facebook and

Instagram regularly;
● Update limited portions of the TNF website content as needed.

Skills Required
● The ideal candidate is familiar with and has an interest in NOFA or farming, particularly in the 

NOFA states, and a demonstrated commitment to issues of food justice;
● Experience in sales and sponsorship, including comfort with following up repeatedly to make a 

sale;
● Excellent proofreading skills;
● Great attention to detail;
● Excellent administrative abilities to stick to deadlines, manage files and remain organized;
● A proven ability to work efficiently and independently and ask for help when needed;
● Proficient with Canva, Wix and Google Suite is needed;
● There is no formal education requirement for this position;
● Basic graphic design experience to resize or format files is needed.



To Apply: Applications are being accepted and reviewed on a rolling basis until December 15th. To 
apply, please send one single PDF document that includes 1) your interest in the position, 2) either a 
resume or add to the letter an explanation of your experience, and 3) a sample of your graphic design 
experience to TNF@Nofa.org with “YourLastName_CommAdmin” in the subject line.

Position Start Date: We hope the person in this position can start on January 2nd, 2024.
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