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Cornell Cooperative Extension
Staff Position Description Educator
The job title classification will be determined in accordance with the Position Classification Process. 
Please refer to Preparing the Staff Position Description prior to completing this document.




	Position Summary and Preferred Qualifications are combined for any associated posting.

	Position Summary: Explain the purpose for the position and summarize the responsibilities.

	The Project Coordinator will work under the direct supervision of the Cornell Cooperative Extension of Ulster County (CCEUC) Executive Director in a coordinated effort with New York City Department of Environmental Protection (DEP), the Ulster County Soil & Water Conservation District (SWCD), and project stakeholders to facilitate and lead a coordinated approach to stream management planning, implementation and education for the Ashokan Reservoir watershed located in the Catskill Mountains of NY.  This effort is referred to as the Ashokan Watershed Stream Management Program (“AWSMP”).  The CCEUC role in the AWSMP also includes managing a $2 million stream management plan implementation fund (“SMP Implementation Fund”) provided by DEP.   CCE’s involvement in the project focuses on building public participation and educational programs.  Specifically the Project Coordinator will provide leadership to:  

· Coordinate, manage, and supervise all aspects of CCE activities related to stream management planning and implementation in the Ashokan Watershed.

· Coordinate meetings and communications of the Ashokan Watershed Stakeholder Council (“Council”) and stakeholder working groups/subcommittees.

· Working with stakeholders and participating agencies, coordinate development of, and implement annual AWSMP Action Plans to prioritize and implement recommendations within stream management plans (SMP) and by the Council.

· Working with DEP and SWCD and the Ashokan Watershed Advisory Council facilitate/manage the distribution of the SMP Implementation Fund and facilitate contracting other funding to selected projects.  

· Supervise a Resource Educator and a Community Educator/Office and other staff.  

· Manage and maintain a satellite office in the watershed cooperatively with the SWCD.

· Apply for grants and contracts to enhance the work of the AWSMP, as appropriate. Manage multiple budgets/lines as needed.
· Manage subcontractors or consultants performing work funded by CCEUC.

· Oversee an education/outreach program that focuses on public and agency awareness of stream corridor issues as well as engagement in the planning process.

· Where stream channel work, stormwater BMPs, or flood mitigation projects are constructed, to advocate continued application of fluvial geomorphic methods to address channel stability simultaneously with water quality, habitat, flood hazard and aesthetic concerns;

· Develop and maintain effective in-office, county, and regional working relationships. 

· Represent the association before the public, community leaders, government officials and Cornell University.

· Assist in marketing efforts of Cooperative Extension to the community.  Assure good marketing strategies are used in the planning and promotion of programs and in the generation of an appropriate public image.

· Maintain an effective connection to Cornell Extension administration and faculty.



	

	Required Qualifications: Specify required minimum equivalency for education, experience, skills, information systems knowledge, etc.

	· Master’s degree in a field related to water resource issues, such as hydrology/geology/biology, environmental science and/or natural resource planning, environmental education or forestry.

· Four years of progressively responsible experience in Cooperative Extension or equivalent professional experience. A PhD may substitute for two years of experience. 

SPECIAL REQUIREMENTS:
· Must be willing to travel and work flexible schedule sometimes requiring evenings and/or weekends.



	

	Preferred Qualifications: Specify preferred specialized education, field and/or certifications.


	· Must be able to meet the travel requirements of the position 
· Personal vehicle sometimes necessary for business use.  Official mileage reimbursed according to Association policy.

· Must know and abide by association personnel policies.

· Must have ability to work in conditions of uneven terrain in mountain streams if needed.

· Experience in floodplain management, flood response and recovery and flood hazard mitigation planning and implementation will be a plus.

· Must be able to transport program supplies and equipment to multiple program sites.

· Willing to reside in Ulster County or within 35 miles of the office highly desired.

Necessary
· Knowledge and or direct experience with organizational development of public/private partnerships such as watershed councils.

· Demonstrated commitment to collaboration and participatory models of community engagement.  

· Ability to initiate, plan, organize, implement, and evaluate a Natural resource protection/management plan.

· Academic and experience-based familiarity with natural resource science, specifically related to water resources and an ability to quickly learn and demonstrate competency in scientific, technical and planning aspects of river and floodplain management.

· Demonstrated effective use of a variety of program delivery methods to reach individuals and groups.

· Demonstrated skills in effectively communicating through oral, written, and visual channels using traditional tools as well as innovative applications of electronic technology (e.g., computers, video, etc.).

· Demonstrated ability to successfully provide supervision, guidance and motivation to staff and volunteers.

· Ability to relate effectively to and work with co-workers, volunteers, advisors, community and professional leaders, clientele groups and other diverse audiences.

· Demonstrated initiative, reliability, and dependability.


· Demonstrated ability to successfully manage resources.

· Demonstrated ability to successfully lead and participate effectively in professional team efforts.

· Knowledge of AWSMP area needs and the services provided by other agencies that relate to the AWSMP.

· Knowledge of regional, statewide and/or national initiatives related to AWSMP.

· Demonstrated success in securing grant funds and managing grant funded programs.








Skills
Examples of Demonstrated Behavior








	Responsibilities/Essential Functions:  List the position’s assigned responsibilities and estimate percentage of annual time spent on each responsibility.  Include only the essential functions that are fundamental and necessary to the position.  Estimate of % will vary with needs and changing priorities. 

	
	Approximate % of time, Annualized

	PROJECT PLANNING & COORDINATION 
· Coordinate and manage short- and long-range AWSMP planning, needs assessments, educational programming, Plan development, implementation, evaluation and modification.

· Work closely with the DEP Project Manager and other AWSMP partners to coordinate multiple efforts and to annually prepare a biennial AWSMP Action Plan that satisfies DEP Filtration Avoidance Determination requirements;  

· Working in collaboration with Stakeholders, DEP and SWCD, CCEUC shall directly assist or subcontract for assistance in developing streamlined stream management plans for selected tributaries within the Ashokan Watershed. 

· Working in collaboration with towns, guide development and implementation of flood hazard mitigation plans.

· Work with DEP and other AWSMP partners on data organization, analysis, record keeping and database management, and the compilation of results, conclusions and recommendations; 

· AWSMP development should include strategic goals, measurable objectives and evaluation methods to measure impact. 

· Oversee production and distribution of drafts and final copies of planning documents.

· Carry out ongoing needs assessments with AWSMP stakeholders to include corridor community residents and businesses, Town government, other local, state and federal resource protection agencies, Executive Director, volunteers, AWSMP funders, collaborators and/or AWSMP participants. 

· Draw upon Cornell University’s resources and recommendations in order to identify and address community needs and select or develop program materials.

· Coordinating meetings and communications of stakeholders and any subcontractors or consultants employed by CCEUC for the AWSMP;

· Coordinating public information meetings and individual homeowner contact as needed to keep members of the community informed of AWSMP status;

· Collating and circulating materials gathered from stakeholder meetings, public information meetings or surveys, including minutes or summary reports for review;

· Participate in multidisciplinary, multi-association, regional and/or statewide initiatives/conferences that pertain to AWSMP issues.  

· Solve problems and resolve conflicts that arise utilizing appropriate policies and procedures.
· Assure good fiscal management for the AWSMP by coordinating with funders and CCEUC staff on administrative and budget details.


	40%

	FACILITATION & CONSENSUS BUILDING
· Work with the Ashokan Watershed Stakeholder Council composed ofwatershed Towns, residents, streamside landowners, anglers, recreational users, participating agencies and other stakeholders, to continue to build capacity for and facilitate the implementation of this decision-making entity and its subject-oriented working groups that represent the multiple stakeholder interests and that should be locally led and sustained.

· Identify and/or develop tools, incentives, and programs for implementing stream management plan recommendations in the Ashokan Watershed. Identifying parties and mechanisms to leverage funding allocated to the Ashokan Watershed will be a critical component.  

· As grant opportunities are identified, coordinate the grant application and/or lead grant writing efforts and partnerships.

· Facilitate meetings to foster communication and cooperation among parties on multi-jurisdictional issues such as flood response, right-of-way maintenance, and many others

· Oversee the development of CCEUC educational programming, in consultation with stakeholders and participating agencies, to ensure that education outcomes are in-line with AWSMP goals and reach intended audiences.  

· Create or participate in community organizations to address AWSMP priorities. Collaborate with community leaders, municipal officials, county, state, and/or federal agency staff and non-profit and business staff to provide resources and programs that support and strengthen their efforts in AWSMP development and implementation.

· Develop networks of volunteers and/or professionals and non-professionals to extend AWSMP outreach and impact.


	30%

	PROJECT MANAGEMENT 
· Manage CCEUC’s contracts with DEP and be responsible for forecasting quarterly initiatives and expenses; advancing and managing multiple budget lines, and executing the scope of work and the Action Plan. 
· Coordinate and submit quarterly and comprehensive AWSMP annual reports to DEP; and project updates to partnering agencies and organizations as appropriate.  

· Jointly schedule at least one (1) meeting per month with DEP and SWCD to review AWSMP status and milestones.  

· Prepare grant applications and contracts for the acquisition of consultant services as needed and monitor/mange grants & subcontracts; 

· Provide programmatic and administrative management to staff, which can include a full-time Educator(s), Administrative Assistant, and interns.

· Provide management for the jointly occupied CCEUC/SWCD satellite watershed office, and coordinate with SWCD on equipment purchases, and work load for a shared administrative assistant. 

· Regularly evaluate AWSMP programs to improve effectiveness by obtaining feedback from program participants, advisory committees, Cornell faculty, community leaders and other stakeholders. 

· Responsible for complying with all EEO/EPO policies/procedures as listed in the CCE Affirmative Action plan and in the personnel manual.


	20%

	PROFESSIONAL IMPROVEMENT, EPO AND OTHER DUTIES AS ASSIGNED 

· In cooperation with supervisor, jointly develop and pursue a professional development plan as a means to increase competencies relative to position accountabilities and to address changes in programming and association priorities.

· Participate in required orientation programs and attend in-services as necessary to stay current and involved in relation to program responsibilities.

· Participate in regional extension and research activities.
· Attend computer training as necessary to maintain or enhance knowledge and skills. Provide equal program opportunities to all county residents following policies and procedures outlined by Association.
	10%

	Total

Additional Comments:  Use extra pages if necessary.
	100%


	For each factor below, check the phrase that best fits the characteristics of this position

	Please double-click the appropriate box and then choose the option “Checked”.

	

	Minimum Education equivalency:
	Complexity of Work / Decision-Making:

	 FORMCHECKBOX 
High School Diploma
	 FORMCHECKBOX 
Predominantly follows established procedures, practice,

	 FORMCHECKBOX 
Training 6 months to 1year, technical trade-no degree
	policy; makes routine decisions within prescribed limits

	 FORMCHECKBOX 
Associate’s Degree
	 FORMCHECKBOX 
Occasionally adapts procedures to resolve unusual cases;

	 FORMCHECKBOX 
Bachelor’s Degree
	make some decisions requiring consideration of criteria

	 FORMCHECKBOX 
Training beyond Bachelor’s, less that Master’s Degree
	 FORMCHECKBOX 
Frequently adapts procedures to resolve questionable cases;

	 FORMCHECKBOX 
Master’s Degree
	often makes decisions requiring consideration of criteria

	 FORMCHECKBOX 
PhD/EdD/JD/ or LLB
	 FORMCHECKBOX 
Occasionally develops practice, suggests policy changes to

	
	resolve difficult cases 

	Minimum Job-Related Experience:
	 FORMCHECKBOX 
Often develops practice, assists/influences decisions,

	 FORMCHECKBOX 
Less than 6 months
	recommends policy changes to resolve difficult cases and

	 FORMCHECKBOX 
6 months to 1 year
	address emerging organizational change

	 FORMCHECKBOX 
1 to 2 years
	 FORMCHECKBOX 
Regularly develops policy to address organizational change;

	 FORMCHECKBOX 
2 to 3 years
	regularly makes policy-setting decisions

	 FORMCHECKBOX 
3 to 4 years
	Scope of decision-making activity:

	 FORMCHECKBOX 
4 to 5 years
	 FORMCHECKBOX 
Functional area within association or minimal

	 FORMCHECKBOX 
5 to 7 years
	staff/employee effect

	 FORMCHECKBOX 
7 but less than 10 years
	 FORMCHECKBOX 
Multiple functional areas with limited student/employee

	 FORMCHECKBOX 
More than 10 years
	effect

	Accountability through Scope of Impact:
	 FORMCHECKBOX 
Entire association or moderate staff/employee effect

	 FORMCHECKBOX 
Limited; immediate work group/association
	 FORMCHECKBOX 
Several associations or significant staff/employee effect

	 FORMCHECKBOX 
Moderate; beyond the association
	Direction Received:

	 FORMCHECKBOX 
Substantial; beyond association
	 FORMCHECKBOX 
Detailed instructions or guided by standard policy/procedure

	 FORMCHECKBOX 
Significant; beyond State CCE System/Association
	 FORMCHECKBOX 
General Supervision

	Interaction within Association:
	 FORMCHECKBOX 
Very general direction

	 FORMCHECKBOX 
Receive/provide information
	 FORMCHECKBOX 
Little guidance; considerable latitude for exercising 

	 FORMCHECKBOX 
Assist others; provide/obtain cooperation
	judgment and self-direction

	 FORMCHECKBOX 
Provide guidance/coordinate activities/contribute to 
	Support Skills-Writing

	work groups
	 FORMCHECKBOX 
Limited writing required

	 FORMCHECKBOX 
Coordinate major activities/sensitive situations
	 FORMCHECKBOX 
Usually issues standard responses

	 FORMCHECKBOX 
High level interaction; considerable diversity, highly
	 FORMCHECKBOX 
Frequently writes non-standard responses

	sensitive and/or confidential
	 FORMCHECKBOX 
Frequently writes extensive, non-standard responses based on

	Interaction with Volunteers:
	specialized knowledge, interpretation of data and/or research

	 FORMCHECKBOX 
None to limited
	Support Skills-Computer

	 FORMCHECKBOX 
Occasional; provide information
	 FORMCHECKBOX 
Limited use of computers; uses basic communication and

	 FORMCHECKBOX 
Frequent; provide advice on complex issues or provide 
	time-collection tools

	instruction on more complex equipment
	 FORMCHECKBOX 
Uses basic business/technical programs/applications to

	Interaction Outside Association:
	perform responsibilities

	 FORMCHECKBOX 
Limited
	 FORMCHECKBOX 
Uses a variety of basic and advanced business/technical

	 FORMCHECKBOX 
Conduct straightforward business; provide information
	programs/applications to perform responsibilities involving

	 FORMCHECKBOX 
Conduct complex business; 
	data management and analysis

	provide/receive/analyze/develop guidance and advice
	 FORMCHECKBOX 
Uses a wide-variety of advanced and complex

	 FORMCHECKBOX 
Develop/make presentations and negotiate
	business/technical programs/applications to manage data,

	Directing Others:
	systems, and information technology infrastructure;

	 FORMCHECKBOX 
No responsibility for others
	applies programming skills

	 FORMCHECKBOX 
Occasional guidance to co-workers
	 FORMCHECKBOX 
Applies advanced programming skills for wide-variety of

	 FORMCHECKBOX 
Supervises others who perform similar work
	advanced and complex business/technical

	 FORMCHECKBOX 
Manages, assigns and reviews work of others
	programs/applications to refine/develop systems,  

	 FORMCHECKBOX 
Manages supervisors
	information technology, and data infrastructures.

	 FORMCHECKBOX 
Broadly directs managers
	

	Working Conditions

	Essential Physical Requirements*
	Visual
	Hazards

	 FORMCHECKBOX 
Typically lifts less than 10 lbs
	 FORMCHECKBOX 
Normal concentration
	 FORMCHECKBOX 
Limited exposure

	 FORMCHECKBOX 
Typically lifts 10 to 20 lbs
	 FORMCHECKBOX 
Close concentration
	 FORMCHECKBOX 
Chemicals/careful use

	 FORMCHECKBOX 
Typically lifts 20 to 50 lbs
	 FORMCHECKBOX 
Close concentration/manual dexterity
	 FORMCHECKBOX 
Chemicals/safety precautions

	 FORMCHECKBOX 
Typically lifts more than 50 lbs
	 FORMCHECKBOX 
Acute concentration/eye-hand coordination
	 FORMCHECKBOX 
Highly toxic chemicals


Date 5/24/12





Current Incumbent, if any:  _____________________________	      Position#__________________


Classification Job Title:  ___Association Issue Leader _______________________________________


Working Title (if different):  _Project Coordinator, Ashokan Watershed Stream Management Program__ Exempt:          Non-Exempt:  


County Association:  __Ulster County___________________________________________





Immediate Supervisor’s Name and University Job Title:  _Lydia Reidy, Executive Director ______________________
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Skills for Success





(The following skills are essential for individual and organizational success)





Shows respect for differences in backgrounds, lifestyles, viewpoints, and needs in reference to areas such as ethnicity, race, gender, creed, and sexual orientation


Promotes cooperation and a welcoming environment for all


Works to understand the perspectives brought by all individuals


Pursues knowledge of diversity and inclusiveness








Inclusiveness





Is flexible, open and receptive to new ideas and approaches


Adapts to changing priorities, situations and demands


Handles multiple tasks and priorities


Modifies one's preferred way of doing things








Adaptability





Enhances personal knowledge, skills, and abilities


Anticipates and adapts to technological advances as needed


Seeks opportunities for continuous learning


Seeks and acts upon performance feedback








Self Development





Demonstrates the ability to express thoughts clearly, both orally and in writing


Demonstrates effective listening skills


Shares knowledge and information


Asks questions and offers input for positive results








Communication





Builds working relationships to solve problems and achieve common goals


Demonstrates sensitivity to the needs of others


Offers assistance, support, and feedback to others


Works effectively and cooperatively with others 








Teamwork





Demonstrates accountability in all work responsibilities


Exercises sound and ethical judgment when acting on behalf of the university


Exercises appropriate confidentiality in all aspects of work


Shows commitment to work and to consequences of own actions





Shows initiative, anticipates needs and takes actions


Demonstrates innovation, creativity and informed risk-taking


Engages in problem-solving; suggests ways to improve performance and be more efficient


Strives to achieve individual, unit, and university goals





Is approachable/accessible to others


Reaches out to be helpful in a timely and responsive manner


Strives to satisfy one’s external and/or internal customers


Is diplomatic, courteous, and welcoming











Stewardship








Motivation








Service-Minded
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