Your County Soil and Water Conservation District

WATERSHED PLANNER / COORDINATOR

Reports to:
District Manager 




c: personnel file, individual, mgr

Status:

At Will Employee

FLSA Status:
Exempt

General Position Summary  

The Watershed Coordinator is responsible for the smooth functioning of all of the watershed councils administered by Your County SWCD.  The Coordinator organizes meetings, writes and edits documents and coordinates projects on behalf of the watershed councils.  The position is located in Our Big City, Oregon and will work throughout Your County.  The position will be supervised through the Your County Soil and Water Conservation District.  

Essential Functions / Major Duties

1. Coordinate and administer established Watershed Councils in Your County
a.  Organize and advertise meetings

b.  Produce and distribute minutes of council meetings
c.  Follow up action items from meetings
d.  Plan, coordinate and monitor projects in cooperation with other SWCD staff

2. Gather/organize watershed data
a.  Write watershed assessments and action plans together with watershed council members and technical advisors

3. Coordinate and administer Your local Small Grant Team
a.  Organize and advertise Small Grant Team meetings
b.  Produce and distribute minutes of team meetings
c.  Work with applicants to put together project applications
d.  Prepare contracts, fund requests and reports

Secondary Functions
1. Represent Your County watershed councils on regional boards and at regional meetings

2. Secure and administer funding for projects

3. Perform public outreach
a.  Organize educational functions
b.  Write articles for Your District newsletter

4. Provide limited technical support for projects, such as NEPA documentation and inspection of practices, according to NRCS guidelines.

5. Other duties as assigned.

Demands / Complexity

The position falls under the direction of the Your County SWCD Board of Directors and the SWCD District Manager.  The Watershed Coordinator’s specific projects and duties are described in the SWCD Annual Plan of Work.  The Coordinator will work with the SWCD District Manager to develop each new Annual Plan.  Projects that fall outside of the scope of the Annual Plan must be added to the Annual Plan by formal action of the SWCD.

The Watershed Coordinator generally has latitude to make day-to-day and week-to-week decisions regarding work assignments, tasks, priorities and deadlines.  However, priorities and deadlines may be readjusted by the District Manager.

Duties may be carried out in a wide diversity of settings, including the SWCD office, public locations, and field visits to private lands.  A district vehicle will usually be available for approved travel.

Coordinator’s duties include representing the watershed councils and Small Grant Team in correspondence and in public statements.  However, the coordinator does not have authority to set policy or enter into agreements for either the SWCD or any watershed council without prior approval by that entity.  The Coordinator may interpret policy specifically adopted by watershed councils, but not by the SWCD Board.  Correspondence and public statements that pertain to SWCD policy or agreements must be approved by the District Manager.

Technical information or assistance provided to the watershed councils or the general public should meet NRCS standards and specifications and should be approved by an NRCS certified planner.

The Coordinator is responsible for maintaining records of all council agendas, minutes, correspondence, project proposals and applications, data collected and presented to councils, and other documentation of council activities.  The Coordinator works with the District Bookkeeper and District Manager to ensure that fiscal records are accurate and up to date.

Supervisory Responsibility

The Watershed Coordinator may have supervisory authority over volunteers, including both short- and long-term volunteers, such as Americorps or RARE.  The Coordinator will not have supervisory authority over any permanent paid employees.

Contacts with Others

The Coordinator will interact with watershed council members, employees and Board members of the SWCD, employees of federal, state and local agencies, and with the general public.  Professional interactions will occur in a wide range of forms, including one-on-one, group, public presentations, telephone, and written correspondence.  Interactions may include simple information exchange, negotiation, giving and receiving of instructions, problem-solving, etc.  Information regarding the actions of individual cooperators is subject to the Privacy Act, while all data collected and stored by the coordinator is subject to the Freedom of Information Act.  All correspondence and public statements regarding SWCD policy are subject to prior approval by the SWCD District Manager.  Correspondence and public statements regarding watershed council positions should be confirmed by formal action of the relevant watershed council, though the coordinator has some latitude for interpretation.

Specific Job Skills

Required Job Skills:

1. Problem-solving skills with diverse groups of people

2. Advanced written and oral communication skills in English

3. Demonstrated grant-writing ability

4. Computer proficiency, in particular with Microsoft Office Suite 

5. Ability to establish work priorities and manage time effectively

6. Physically able for “on-the-ground” field activities

7. Valid driver’s license

Desired Job Skills:

1. Knowledge of Geographic Information Systems, in particular with ESRI ArcView

2. Knowledge of programs and laws pertaining to watershed restoration in Oregon

3. Knowledge of roles of watershed councils, SWCDs, and agencies in watershed activities

4. College degree strongly preferred

5. Knowledge of the social, ecological and economic structure of the Name That Region 

6. Background or training in agricultural planning, including NRCS planning procedures

Education / Experience

1. A minimum four years of work experience in at least one of the following: natural resource planning and management, community organization or project management.

2. A four-year college degree may substitute for work experience.

3. A combination of work experience, college courses, and volunteer experience that includes ALL of these categories: natural resource planning and management, community organization and project management.

Job Conditions

Majority of duties are performed in an office setting.  Hazards include exposure to CRTs.  However, job also requires field work and driving under a variety of weather and terrain conditions.  Coordinator is required to work some long days and evenings.  Hours beyond normal business hours earn compensatory time.

Additional Information

1)
Salary increases subject to additional funding availability and job performance.

2)
Your County SWCD is an equal opportunity employer.

