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Position Description


The primary purpose of this position is to provide support for United States Department of Agriculture (USDA) Natural Resource Conservation Service (NRCS), Oklahoma Conservation Commission (OCC), and local conservation district programs. The employee works under the direction of the USDA Natural Resource Conservation Service (NRCS) District Conservationists (DC) as well as other NRCS and Conservation District team members to assess natural resource needs, prepare conservation plans, give consultations, and provide a source for general education and knowledge regarding the implementation of conservation practices to conservation districts, partners, and the public.

This position is shared between the NRCS and the OCC (50% NRCS, 50% OCC) and is based in and employed by a local conservation district. Although this position works under the supervision of the Oklahoma Conservation Commission (OCC) Land Management Division Director, yearly performance reviews are done jointly by the OCC Land Management Division Director, the NRCS DC, and the District’s Board of Directors. Additionally, one district board member (generally the chair) is designated as a local point of contact.

Individuals in this position will be provided with training and oversight on conservation planning, as well as NRCS and OCC programs. 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 by the Land Management Division Director. The OCC has basic work requirements; this job description is written specifically for, and is a policy of, the (District Name) Conservation District and incorporates those basic work requirements along with specific work requirements related to the district.

SUPERVISORY CONTROLS FOR WORK TASKS
The Land Management Director and NRCS DC will coordinate to determine the general scope of work to be completed. The district board must jointly approve and sign off on timesheets and leave requests with the DC and Land Management Director. The NRCS DC will provide day to day guidance in making assignments by indicating the specific activities to be completed. The NRCS DC and Land Management Director will provide clear procedural instructions for the assigned work and set a date for completion. Completed work is reviewed by the NRCS DC and Land Management Director for accuracy.

EDUCATION AND/OR EXPERIENCE
Bachelor’s degree in soil conservation or related agricultural or natural resource discipline such as agronomy, soil science, agricultural education, environmental science, or rangeland management is required and background in the agricultural sector is preferred.


PUBLIC AND DISTRICT RELATIONS
Job Duties and Responsibilities
· Meet with landowners to promote state cost-share programs, farm bill programs, discuss natural resource concerns and suggests solutions to specific concerns.
· Work closely with the public, be outgoing and have excellent communication skills.
· Individuals should also be comfortable working independently but also with team members from NRCS, OCC, District, or other partners. 
· Attend local district board meetings as schedule permits; attend meetings at other district within the assigned work area as requested.
· Provide limited general in-office district operational assistance and support at the assigned duty station district.
· Willing to travel to meet program needs within assigned area, as well as to statewide meetings and trainings (overnight trips are infrequent)

Performance Standards
· Interacts with landowners, public agencies, district directors, fellow employees, OCC and NRCS staff in a respectful and helpful manner.
· Has proper knowledge of natural resource conservation, program guidelines, and job duties specific to the position to have informed communications with all individuals and entities as needed.
· Establishes and maintains effective working relationships with others.
· Creates a positive public image for employees, OCC, and Districts.

CONSERVATION PLANNING
[bookmark: _Hlk109649214]Job Duties and Responsibilities
· Familiarity and experience with Oklahoma agriculture and its stakeholders, partners, and key contacts in the environmental arena. 
· Knowledge of a wide variety of soil conservation, agronomic, engineering, hydrologic, biology, and forestry concepts, principles, practices, and methodology in order to independently resolve natural resource problems related to the implementation of soil and water conservation plans and provide area-wide technical assistance. 
· Working understanding of cropping systems, rangeland, soils, pasture management, Farm Bill programs, water quality and surveying. 
· Able to read technical documents including soil surveys, engineering plans, detailed maps, and other tools. 
· Collect data and information in order to construct conservation plans addressing natural resource concerns in cooperation with landowners 
· Some heavy lifting and ability to work outside during all types of weather conditions may be required during assessment or implementation of conservation practices.
· Use technical software (ex: NRCS Conservation Desktop) to lay out conservation practices and develop a digital record; then review plans and implement according to agreed upon schedule, incorporating revisions as allowed and needed.
· Explains conservation practices to land managers and recommends practices to address specific natural resource concerns.

Performance Standards 
· Holds a broad general knowledge of agriculture, conservation practices, and practical implementation of projects.
· Must have excellent communication skills, particularly in relation to agricultural production and conservation planning.
· Continues to complete USDA provided training and maintain certifications on conservation planning, comprehensive nutrient management planning and other specific courses provided to USDA employees.
· Surveys and gathers preliminary data for development of conservation plan and conservation practice design, completes all necessary documents, and consults with plan holders as needed.
· Provides outreach for conservation planning, state and federal agriculture programs, as well as assisting with district events.
· Obtained and maintain conservation planning certification from USDA (this requires computer, mapping, surveying, and environmental planning skills)


CLERICAL AND RECORD KEEPING
Job Duties and Responsibilities
· Must be detail-oriented and possess strong organizational skills; be proficient with computers and contemporary software packages.  
· Knowledge of and ability to use Microsoft Word, Excel, and Outlook.
· Develop and prepare conservation plans by utilizing tools provided, including USDA conservation mapping and planning software. 
· Provide assistance with program applications and other documentation throughout the life of all program contracts, NRCS or OCC.
· Maintain detailed records of daily activities; provide NRCS, OCC, or the Conservation District Board written reports are assigned. 

Performance Standards
· Maintains appropriate contact with NRCS and OCC, particularly the District Conservationist and Land Management Division staff.
· Prioritizes tasks and works independently with little supervision in an effective and time conscientious manner.
· Assists customers with program applications and other documentation.







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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Date			NRCS Supervisor Printed Name			Supervisor Signature

___________________________________________________________________________________________
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(District Name) Conservation District
Conservation Planner Performance Review

	DATE:
	EVALUATION PERIOD
	
	TO
	

	
	
	
	
	

	Land Management/NRCS Joint Review Received & Attached
	YES
	c
	NO
	c

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

	Major Job Duties
	
	
	
	

	Public/District Relations:
	c
	c
	c
	c

	Conservation Planning:
	c
	c
	c
	c

	Clerical & Recordkeeping:
	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

	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:

	NRCS Supervisor Signature:

	OCC Supervisor Signature:

	District Board Signature:
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