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Agricultural Administrative Assistant 
Position Description
General
The Three Rivers Soil & Water Conservation District (TRSWCD) is a political subdivision of the state governed by an eight-member Board of Directors and covers the counties of Essex, King William and King & Queen. Under the direction of the TRSWCD Board of Directors and under the supervision of the District Manager, the District Assistant will be responsible for performing a wide range of duties that pertain to the implementation of TRSWCD’s activities, services and programs. The work of the TRSWCD focuses on water quality, soil health, agricultural best management practices and education and outreach to a broad spectrum of stakeholders.  Responsibilities include regular contact with farmers, public officials, District Board members and the general public, requiring judgement and tact in all interactions.  
Additional Tasks and oversight are provided by designated members of the TRSWCD team. This position is a part time position with work hours of 24 hours a week between 8:30am to 4:30pm (Tuesday – Thursday). The position is considered non-exempt under the Fair Labor Standards Act. The TRSWCD office environment is collaborative, supportive and flexible. The TRSWCD’s small staff is forward-thinking, innovative, motivated and dedicated.
PRIMARY DUTIES & RESPONSIBILITES
This position is a clerical position:
· Support TRSWCD technical staff in the administration of the Agricultural BMP Cost Share Program (VACS & Whole Farm Approach) 
· Assist with maintaining accurate and current files for conservation practice installation
· Assist with preparing and reviewing program applications
· Assist with the processing and completion of paperwork associated with programs
· Assist with data entry in various databases 
· Assist with obtaining signatures on program documentation
· Assist with QA/QC measures in the tracking program database
· Assist with preparing letters to program participants
· Assist with preparing for end of lifespan verifications
· Identify and coordinate Resource Management Plan submissions and certifications 
· Ensure the timely logging and date-stamping of all incoming nutrient management plans
· Be familiar with and adhere to the TRSWCD current cost share grant agreement
· Coordinate with Marketing Specialist to promote agricultural programs through social media posts, newsletters or mailers
· Offer assistance to callers or walk-ins
· Assist with other administrative projects and tasks as needed.

OTHER DUTIES & RESPONSIBILITES
· Attend Board of Director meetings, staff meetings and other trainings and meetings when deemed appropriate
· Assist with TRSWCD reports and data management
· Cooperate with federal, state and local partners (NRCS, FSA, DEQ, DCR, VCE, DOF etc.)
· Adhere to all District policies and guidelines
· Other tasks as assigned by the District Manager
REQUIREMENTS
· High school diploma or equivalent
· Proficient in Microsoft Office computer programs: Word, Power Point and Excel
· Must have strong organizational skills and attention to detail
· Ability to communicate effectively, both orally and in writing
· Show initiative, accept responsibility and initiate appropriate actions for work projects
· Ability to work independently as a self-starter and manage time in an efficient manner and meet deadlines
· Ability to multitask, prioritize, and stay organized in a fast-paced environment with potential interruptions and with attention to detail
· Ability to maintain effective working relationships in a team environment
· Ability to interpret and apply program policies, procedures and guidelines
· Ability to coordinate work with other staff, agencies, and organizations
· Ability to work outside during adverse weather conditions
· Valid driver’s license
· Successful background check
· Regular attendance at work

PREFERED KNOWLEDGE, SKILLS AND ABILITIES
· Knowledge of agricultural operations and conservation issues related to non-point source pollution
· Customer service and public relations experience
· Ability to understand, interpret and use various maps and aerial photography – map reading skills
PHYSICAL REQUIREMENT(S)
This is operative work requiring the exertion of up to and exceeding 20 pounds of force occasionally and a negligible amount of force frequently or constantly to move objects. Regular required tasks include sitting; talking or hearing, in person and by telephone; using hands to finger, handle, feel or operate standard office and maintenance/field equipment; and reaching with hands and arms. The employee is frequently required to walk and stand sometimes on uneven surfaces; in addition, occasionally required to climb or balance; stoop, kneel, or crouch. In addition, the employee is regularly required to use written and oral communication skills; read and interpret complex data, information and documents; analyze and solve problems; observe and interpret people and situations; use math and mathematical reasoning; learn and apply new information or skills. Visual acuity is required for preparing and analyzing written data, determining the accuracy and thoroughness of work, and observing general surroundings and activities. 
OTHER
· Employee evaluations will be conducted to review employee performance
· The TRSWCD follows a Personnel Policy in addition to approved Standard Operating Procedural policies
· Employee is expected to provide own transportation on the job if TRSWCD vehicle is not available; employee is reimbursed at the current TRSWCD approved mileage rate for job-related personal vehicle mileage when the TRSWCD vehicle is not available
· Drug testing may be required
· Opportunities for merit increases will be based on TRSWCD funding availability and job performance
The above statements are intended to describe the general nature and level of work performed by this position. They are not intended to be constructed, as an exhaustive list of all responsibilities, duties and skills required of this position. Management retains the discretion to add to or change the duties of the position at any time.  This position is a non-exempt position under the FLSA classification.  A 6 month probationary period is required.
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