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Position Description


The primary purpose of this position is to protect Oklahoma’s upstream flood control dams and reduce flood risks by assisting conservation districts with the operation and maintenance (O&M) of existing dams. Responsibilities of this position include landowner interactions, assessing the condition and maintenance needs of flood control dams within the conservation district boundaries; as well as operating heavy equipment to perform maintenance and repairs, responding to OKIE811 locate requests, monitoring easement encroachment, and recordkeeping. The employee is expected to carry out most duties, programs, and activities with a minimum of supervision, but will be expected to keep board members and other district staff fully informed of activities within their district boundaries. 

This position is based in and employed by a local conservation district with primary supervision by the Conservation District Board of Directors Performance evaluations will be based upon standards of performance established for each major job duty listed below and other work components. Additional duties not specifically listed here may be assigned on an as needed basis. 

EDUCATION AND/OR EXPEREINCE
High School graduation or equivalent. One year experience in customer service, public agencies, landscape, rural lands, construction maintenance, or closely related area; or an equivalent combination of education and experience sufficient to successfully perform the duties of the job such as those listed.

COMMERCIAL DRIVER’S LICENSE (If the district has locally owned vehicles and equipment that require a CDL)
Job Duties and Responsibilities
· possess (or obtain within 90-days of employment) a Commercial Driver’s License (CDL) 
· maintain a valid Oklahoma Class A CDL, along with an acceptable, safe, active driving record, along with proof of insurability
Performance Standards 
· The Watershed Aide possess current CDL license as required.

WATERSHED OPERATION AND MAINTENANCE (O & M)
Job Duties and Responsibilities
· serve as the first point of contact for watershed dam inquiries from the public and partnership organizations; answer questions, resolve problems appropriately or seek out additional assistance as required
· conducts annual watershed dam inspections identifying maintenance needs and concerns as well as inspections during and after significant rainfall 
· complete, compile, and load OKPDM-3 inspection reports to DamWatch and submit an electronic copy to the Natural Resources Conservation Service (NRCS) state office and OCC
· annually develop a Watershed Dam Actions Needed Plan (WDANPlan) outlining by site the needed O&M work including an estimated cost and submit the plan to OCC
· coordinates and performs mechanical and structural maintenance work on dams, such as removal of trees from dam and spillway; makes minor repairs such as removal of debris from inlet towers and filling in small eroded areas
· prepares requests for funds and project bid packages, as well as supervising and approving contract work 
· has the ability to utilize all equipment, machinery, and tools as needed in a safe and effective manner; maintains all equipment and machinery in good working order
· coordinates with and provides assistance to OCC Watershed Technicians and NRCS staff on field surveys and situation analysis of special conditions associated with watershed dams
Performance Standards 
· Ability to manage time wisely, work independently, prioritize needs, develop schedules, and exercise initiative to prioritize tasks and activities on an ongoing basis. 
· Ability to read and comprehend simple instructions, short correspondence, memos, and emails.
· Identifies and pursues necessary resources for solving problems.  Seeks innovative and creative solutions and takes initiative to address needs. Suggests operational modifications to improve performance, efficiency, and effectiveness.
· Takes the lead on annual watershed dam inspections, inspections following significant rainfall events, and development of WDANPlan, requests for funds, and bid solicitation process.
· Timely processing of OKIE811 locate requests and DamWatch data input as required.
· Reports to the district board members all O&M activities and work performed on or around watershed dams. As needed, reports significant issues to OCC and NRCS.
· Safely and efficiently operates all equipment required to perform basic maintenance as well as minor repairs on dams, spillways, inlet towers, and surrounding areas.
· All OCC and district vehicles, equipment, and tools assigned to the employee are properly maintained; procedures are followed when repairs are required.

PUBLIC AND DISTRICT RELATIONS
Job Duties and Responsibilities
· knowledge in methods and procedures for building public trust, developing positive public relations, and working effectively with customers
· skill in establishing and maintaining effective working relationships with others, in expressing ideas clearly and concisely, creating a positive public image for employee and District
· helpful to and fulfills requests of customers while building positive cooperative relationships
· keep others informed of schedule, challenges, and accomplishments; advises district board of activities in which they should participate 
· provides district board a written monthly report of watershed O&M activities performed on their behalf; attends board meeting as requested and schedule permits
· possess the leadership skills to sets goals and objectives for projects to promote vision and advance mission.
Performance Standards 
· Exerts positive influence on customers, clients, co-workers and associates; creates a positive image for the conservation districts and State of Oklahoma; fosters positive relationships within districts, NRCS and other agencies; leads by example. 
· Attitude, behavior, and performance is professional, courteous, and respectful.
· Exemplifies "team player" attitude and behavior with all customer groups and interactions, including working with others to accomplish tasks and be successful.
· Assists each district board in development of watershed dam related activities in their yearly joint plan of operations and long-range plans.
· Possesses a customer service/public service mindset in daily work duties; always willing to assist others.
· Has proper knowledge of program guidelines, natural resource conservation, and job duties specific to the position to have informed communications with all individuals and entities as needed.

PHYSICAL REQUIREMENTS
Job Duties and Responsibilities
· hear normal conversation in person and on the telephone
· mobility of arms to reach, and the dexterity of hands to grasp and manipulate small objects and to write legibly; use hands to operate hand and power tools and equipment
· good peripheral vision and depth perception
· use lower body mobility to climb, balance, stand, walk, stoop, bend, and extend legs, kneel, crouch, crawl, reach, push, pull, and lift
· walk on uneven ground, rough terrain, and through dense vegetation
· swim competently
· work outside in weather extremes of the local climate
· exposure to alternating noise levels
· exert in excess of 50 pounds of force frequently and in excess of 20 pounds of force constantly to move objects
Performance Standards 
· Employee meets all standards for physical requirments that are needed to perform job duties.
· Work is complete as necessary, even in adverse weather conditions providing that the environment is safe to do so.

We acknowledge the duties and performance standards contained within this position description and accept that this document is subject to change in the event that revisions are required by the OCC or by board action of the (DISTRICT NAME) Conservation District Directors; additional duties not specifically listed may be assigned on an as needed basis by the employee’s supervisor.
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(District Name) Conservation District
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	DATE:
	EVALUATION PERIOD
	
	TO
	

	
	
	
	
	

	OCC Conservation Programs Review Received & Attached
	YES
	c
	NO
	c

	PERFORMANCE LEVEL:
	DOES NOT MEET STANDARDS
	MEETS           STANDARDS
	EXCEEDS STANDARDS
	NOT               APPLICABLE

	Major Job Duties
	
	
	
	

	CDL:
	c
	c
	c
	c

	Watershed O&M Equipment Operations:
	c
	c
	c
	c

	Watershed O&M Clerical & Recordkeeping:
	c
	c
	c
	c

	Public & District Relations:
	c
	c
	c
	c

	Physical Requirements:
	c
	c
	c
	c

	Other Work Components
	
	
	
	

	Job Knowledge:
	c
	c
	c
	c

	Technical Skills:
	c
	c
	c
	c

	Productivity:
	c
	c
	c
	c

	Work Quality:
	c
	c
	c
	c

	Attendance:
	c
	c
	c
	c

	Dependability:
	c
	c
	c
	c

	Initiative:
	c
	c
	c
	c

	Commitment:
	c
	c
	c
	c

	Teamwork:
	c
	c
	c
	c

	Problem Solving:
	c
	c
	c
	c

	Work Attitude:
	c
	c
	c
	c

	Safety:
	c
	c
	c
	c

	Communication Skills:
	c
	c
	c
	c

	Customer Service:
	c
	c
	c
	c

	Decision Making:
	c
	c
	c
	c

	Comments, continue on back of this page or attach additional sheets if needed:


	Plan for Changes or Improvements (as discussed and agreed upon by employee and board), continue on back of this page or attach additional sheets if needed:

	Employee Signature:

	

	Board Chair Signature:
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