Conservation Corps Minnesota & Iowa
Field Coordinator Position Description
Position: South Field Coordinator 
Location: Rochester, MN 

Schedule: Full-time, Monday through Thursday, 7:00 AM - 5:30 PM (typical)  
Benefits: Health and dental insurance, paid time off, 401(k) Safe Harbor retirement saving plan

Conservation Corps Minnesota & Iowa provides hands-on environmental stewardship and service-learning opportunities to youth and young adults while accomplishing priority cost-effective conservation, natural resource management projects and emergency response work. The Field Coordinator is integral to the AmeriCorps Field program’s goal of accomplishing challenging work projects, as well as providing training, education, coordination and leadership to ensure a positive and safe experience for all young adult participants.  
Relationships: The Field Coordinator (FC) will be co-officed with and report directly to the Southern District Assistant Manager. The FC will work in cooperation with District Staff to manage training, education and equipment logistics for at least seven field crews [4 crews based in Rochester and 3 crews based in Southwest MN]. 
Knowledge, Skills, and Abilities: The Field Coordinator must have the ability to assist in personnel management, maintain equipment, and coordinate or provide training in technical and personal development skills. Working knowledge of conservation projects from disciplines including shoreline restoration, trail construction, wildlife habitat improvement and prairie restoration is required. In addition, candidates must have experience working with hand and power tools, tree felling and chainsaw operations, construction and mechanical skills, and prescribed burn and emergency response leadership experience. 
This position requires certification as a Burn Boss Type 3 (RxB3) or better, with associated ability to safely and effectively direct prescribed fire operations, coordinate fire suppression activities, and assist in prescribed fire training for Southern District crews. This position also requires a valid driver’s license and safe driving record and a current WFA/CPR certificate or better. The FC must meet minimum physical requirements and successfully pass annual work capacity testing.
Excellent written and verbal communication skills are essential for internal personnel management and external outreach. This position requires a substantial amount of problem solving and the ability to respond competently to situations associated with managing young adults. This employee must have the initiative and ability to act independently with minimal supervision and the ability to multi-task and be flexible with responsibilities. Familiarity with AmeriCorps or other federal service programs and a four year degree in a related field is preferred.
Schedule: This position requires flexible scheduling including long days and extended weeks during peak prescribed burn season in spring and fall. Travel and overnights are required for Corpsmember training events, staff meetings, conferences and outreach events and out of town travel for up to 12 days is anticipated to assist SW MN crews on technical projects. The FC must also be available for 30 day emergency response deployments.
Freedom to Act: This employee has the authority to direct and administer field activities. Activities are subject to established policies and directives of State and Federal laws.  
RESPONSIBILITIES 
I. Training
· Oversee Corpsmember development to help members achieve personal and program success through the principles of teamwork and service-learning.

· Be the lead Chainsaw trainer for the District, conducting chainsaw classroom and field trainings per Conservation Corps specifications.

· Provide or coordinate required trainings such as defensive driving, vehicle operation and maintenance, ATV, trailering, tool use and safety, herbicide application and prescribed burning/wildland fire.

· Provide project specific trainings such as tree identification, GPS, and equipment use and maintenance.

· Conduct on-the-job training demonstrations for crews starting new jobs or using specialized tools. 

· Help coordinate and actively participate in Corps-wide orientations, trainings, and special events.
· Coordinate regional education events throughout the program term in cooperation with District Staff. 

· Co-lead the Field Specialist Training Committee (in partnership with other Field Coordinators) to develop orientation, mid-season, and periodic training events and resources for AmeriCorps Field Specialists. 
· Keep up-to-date training logs for all Corpsmembers.
II. Safety
· Conduct regular site safety visits per assigned crew.

· Perform project specific “mini” safety reviews while in the field working with crews.

· Assist in incident follow-up and review.
· Write ERPs for each field project as needed.
· Inventory personal protective equipment and restock as needed. 
· Assist in developing new and/or improved safety trainings, presentations, manuals, etc.
III. Equipment/Fleet
· Keep work areas, offices, shops and vehicles neat and orderly: conduct repairs, clean, oil, and grease equipment as needed.

· Ensure necessary equipment is available and ready before service projects begin. 

· Shuttle vehicles and equipment as needed.

· Assure proper safety and maintenance of fleet and equipment. 
· Collect and record annual equipment inventory.
· Notify District Staff of all equipment and fleet needs and concerns. 

IV. Crew Operations
· Spend time mentoring and teaching crews in the field (trainings, site safety visits and field work with crews).

· Facilitate regular communications between crew leaders and crew members.

· Assist with recruitment and help conduct Corpsmember interviews and complete hiring paperwork as needed, in cooperation with District Staff.

· Assist with Corpsmember personnel management including performance evaluation and discipline (incident reports, suspension and termination) in accordance with policies outlined in the Corpsmember handbook in coordination with District Staff.  
V. Service Projects 
· Coordinate and manage field projects in cooperation with state, county, city, non-profit, or federal hosts.  
· Ensure that projects are accomplished in an efficient, safe, and consistent manner and within contract guidelines and hours.

· Inform crew leaders of schedules, daily plans, tasks, and responsibilities.

· Coordinate meals and lodging for out of town service projects.

· Communicate work progress/completion and project concerns to the project host and District Staff.

· Coordinate (at least one) community service day or other special event during the program term. 
· Assist in the pursuit and development of new projects, trainings and project hosts. 
· Perform spike camp and emergency response duties as assigned.
VI. Administration

· Submit expense reports, receipts and credit card log to Assistant District Manager for coding and signature.

· Attend quarterly staff meetings, bi-monthly conference calls and other meetings as required. 
VII.  Public Relations

· Represent the Conservation Corps at regional outreach events and job fairs and make community and local college contacts for recruitment. 
· Assist in developing new Conservation Corps printed and electronic materials by taking pictures, creating PowerPoint presentations, submitting e-news articles, etc.
While this position description describes the general nature and level of work being performed, it is not an exhaustive list of all responsibilities, duties and skills required. All positions at the Corps may require duties outside of normal responsibilities. 
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