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HEADWATERS FARM OPERATIONS ASSISTANT 
 

 

SECTION 1: EMPLOYER AND POSITION DESCRIPTION 
 

The East Multnomah Soil and Water Conservation District (EMSWCD), similar to the other 44 soil and water 

conservation districts in Oregon, is a non-regulatory government agency known as a Special District (i.e., a 

municipal corporation). Located in northwestern Oregon, the EMSWCD serves approximately 700,000 residents 

who live, own and/or manage land east of the Willamette River centerline in Multnomah County (see map 

below). The EMSWCD encompasses an area of approximately 230,000 acres, which includes the city of 

Portland and portions of three major watersheds – the Sandy River, Columbia River, and Willamette River — all 

of which contribute to the Greater Columbia River Basin. The EMSWCD’s annual operating and capital budget, 

derived primarily from a local property tax, is approximately $14.9M.  

 

 

Location and Boundaries of the EMSWCD 

 
 

 

The mission of the EMSWCD is to help people care for land and water. EMSWCD accomplishes its mission 

through four programmatic units: 1) Finance & Operations; 2) Rural Lands; 3) Urban Lands; and 4) 

Conservation Legacy. The Conservation Legacy programmatic unit includes the Headwaters Incubator Program 

(HIP), the Grants Program, and the Land Legacy Program. HIP is managed by the Headwaters Farm Program 

Manager and is located at EMSWCD’s Headwater Farm, in Gresham, Oregon. The five-year farm incubator 

program helps beginning farmers establish farm businesses in a supportive environment with a strong emphasis 

on conservation farming techniques.   

 

The Headwaters Farm Operations Assistant position helps the Headwaters Farm Program Manager with field 

work and general day-to-day management of the Headwaters Farm and Headwater Incubator Program. 

 

 

Multnomah County 
 

EMSWCD operational area 

 

 

Oregon 
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SECTION 2: POSITION DETAILS 
 

2.1 Job Title and Class  

 C1 (Conservation Technician)  
 

2.2.  Working Job Title 

 Headwaters Farm Operations Assistant 
 

2.3 Job Status  

 Non-exempt, part-time, regular employee. 32 hours/week (0.8 FTE); flexible schedule.  
 

2.4   Salary Range (as of FY19-20) 

 DOE: $22.14 - $28.75 per hour, ($36,841 - $47,8571 annual salary).  
 

2.5 Work Location    

 Headwaters Farm, 28600 SE Orient Dr., Gresham, Oregon 97080.  
 

2.6 Date of Hire     

After January 1, 2020. 
 

2.7 Eligible for Overtime Pay     

Yes. 
  

2.8 Benefits 

Wellness leave and vacation leave are accrued from the first full day of employment. This amount of 

vacation leave is accrued on a prorated basis for part-time employees who worked less than 40 hours per 

week, but more than 20 hours per week. Medical, dental, vision, disability, and life insurance premiums 

are paid by the EMSWCD. Family medical/dental/vision insurance is available with 10% of premium costs 

paid for by the employee. An employee-based contribution retirement plan is available with the EMSWCD 

matching up to 6% of the employee’s salary. Liability coverage is provided to all employees, subject to the 

limitations of the Oregon Tort Claims Act, 30.260 through 30.300, and the Oregon Constitution. 

 

 

SECTION 3: MAJOR DUTIES 
 

Responsibilities include working closely with the Headwaters Farm Program Manager and Facilities Manager to 

ensure farm and incubator program operations occur in a smooth and timely manner. 

 
 

3.1 Headwaters Farm Upkeep and Projects (~60%) 

• Work with the Headwaters Farm Program Manager and Facilities Manager to keep Headwaters Farm 

functioning well for farm operations and educational value.  

• Practice sound stewardship of the site including protecting soil, water, air, and biotic resources. 

• Help ensure that the site is properly maintained and that safety procedures are followed. 

• Perform maintenance and repairs to equipment (e.g., tools, implements, small engines, and tractors), 

infrastructure (e.g., barn, hoophouses, curing shed) and systems (e.g., irrigation, propagation, compost) 

as required. 

• Operate tractors and other equipment. 

• Conduct tillage, mow, chisel plow, sub-soil, set cover crop, broadcast amendments, and other tractor 

operations as needed. 

 
1 Starting salary based on education and experience. Based on individual performance reviews, merit-based salary increases 

are applied after a 6-month probationary period and annually, in July, thereafter. To account for inflation, salary and wage 

schedules for all EMSWCD positions are adjusted in July of each year in accordance with the CPI-W West-Size A 

Consumer Price Index, utilizing the average of the monthly CPI index for the 12 months of the preceding fiscal year (July 1 

– June 30). Regardless of the CPI, a minimum of 1.25% and a maximum of 2.95% annual adjustment shall be made. 
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• Assist in building and maintaining farm infrastructure as appropriate. 

• Maintain non-cultivated areas of the farm including mowing and weeding. 

• Help develop and maintain pollinator habitat. 

• Other duties as assigned. 

 

3.2 Headwaters Incubator Program Support (~30%) 

• Assist the Headwaters Farm Program Manager in overseeing the Headwaters Incubator Program. 

• Interact with incubator farmers to troubleshoot problems, improve systems, and identify opportunities. 

• Help train incubator farmers to use equipment. 

• Support Headwater Farm’s social media campaign. 

• Work with Headwaters Farm Program Manager to develop, document, and maintain system, 

equipment, and infrastructure protocols for staff and incubator farmers. 

• Work with EMSWCD staff to maintain, improve, or perform duties on other EMSWCD properties as 

needed, particularly at the adjacent Mainstem Farm. 

• Be accessible via work phone during work hours. 

• Other duties as assigned. 

 

3.3 Team Member and Administration (~10%) 

•    Work with Headwaters Farm Program Manager and Conservation Legacy Program Supervisor on goal 

setting, planning, reporting, and documenting.  

•    Assist with various farm administrative tasks as required. 

•    Attend staff meetings and other staff functions as required. 

•    Participate in, and contribute to, EMSWCD’s diversity, equity, and inclusion initiative.  

•    Participate in other district-wide initiatives and projects as required. 

 

SECTION 4: EDUCATION/TRAINING, EXPERIENCE, KNOWLEDGE, SKILLS AND ABILITIES 
 

Education / Training 

• Bachelor’s degree in the field of natural resource management, soil science, agricultural studies, or related 

field, is preferred but not required. Additional years of appropriate experience will be considered in lieu of 

formal tertiary qualifications. 
 

Experience: 

•  At least 3 years of experience in farming or related field required. 
 

Desired Knowledge/Expertise: 

•  Knowledge of and experience with agricultural systems, equipment, and infrastructure. 

•  Knowledge of agricultural and conservation practices. 

•  Understanding of the Headwaters Incubator Program and farmer development is preferred. 
 

Desired Skills and Abilities: 

• Strong written, oral, and electronic communication skills. 

• Able to work with people from a diverse array of backgrounds. 

• Self-motivated and capable of working well alone or with others. 

• Able to be flexible, multitask, and fluidly move between projects. 

• Ability to navigate conflict effectively, broker solutions and maintain effective working relationships. 

• Good understanding of and experience with agriculture in the Pacific Northwest and agricultural systems in 

general. 

• A solid understanding of resource stewardship and best management practices on a farm. 

• Familiar with tractor operation in farm setting. 
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• Practical mechanical abilities including trouble shooting and repair of farm systems, equipment and 

infrastructure. 

• Comfort working with hand tools, power tools, and heavy equipment. 

• Capacity to recognize opportunities and threats to Headwaters Farm and HIP and respond accordingly. 

• Ability to ensure compliance with EMSWCD policy, state, federal and local requirements. 

• Basic computer skills, including the ability to use the Microsoft Office suite of applications. 

• Comfortable using common technology, able to use smartphone for communication, social media, and 

taking photographs. 

• Well-connected within the local agricultural community and familiar with existing farmer resources is 

preferred. 

 

SECTION 5: WORK ENVIRONMENT AND CONDITIONS 

 

Work Environment: 

This work requires walking long distances across sloped, uneven terrain, mud and loose soils sometimes in 

inclement weather. The Headwaters Farm Operations Assistant will be required at times to operate heavy 

machinery, power tools, and lift heavy objects. This work will be done in a variety of weather conditions 

including heat, cold and rain.  

 

The Headwaters Farm Operations Assistant will at times be required to work on a computer and by phone. The 

position will be stationed primarily at the Headwaters Farm office. All EMSWCD facilities are smoke-free and 

drug-free environments. 

 

Attendance at staff meetings at Headwaters Farm and the EMSWCD headquarters office is required. Attendance 

at occasional evening meetings, and occasional overnight travel to attend conferences and trainings may also be 

required. 
 

Requirements: 

To perform the duties of this position, the Headwaters Farm Operations Assistant must serve as a motor vehicle 

operator. This requires the operation of a motor vehicle on both public and private roads during daylight hours 

and occasionally after dark, including inclement weather. A valid driver’s license is required. The Headwaters 

Farm Operations Assistant may choose to use their own vehicle, use an EMSWCD vehicle, or utilize some other 

mode of transportation to perform their duties. Should the employee choose to use their own vehicle, they must 

maintain insurance to comply with Oregon law. Mileage will be reimbursed. An EMSWCD vehicle may be 

available on occasion and does not require individual insurance. Should an alternate mode of transportation be 

used (Uber, Taxi, public transit, rental, etc.) the employee will be reimbursed with proper receipts. The position 

may require travel throughout the EMSWCD areas and/or out of state travel. 

 

Guidelines: 

Performance of assigned duties is completed in accordance with established procedures. Procedures that cover 

the assigned work include EMSWCD annual work plans, EMSWCD policies and procedures, Oregon 

Department of Agriculture Guidelines for SWCDs, and Oregon public contracting law. 
 

Complexity: 

• Must work as an integral member of the EMSWCD staff by coordinating and sharing information and 

resources with administrative and program staff as needed to accomplish the objectives that have been 

identified. 

• The person in this position may encounter complications, such as conflicting guidelines and policies 

among federal, state, and local governing bodies. 

• Must be versatile and skillful in responding to new and changing environmental conditions, regulatory 
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requirements, and modification of previously agreed-upon plans and conclusions. 
 

Contacts: 

• Soil and water conservation district staff and board members 

• Incubator farmers 

• Neighboring landowners 

• General public 

• Farmers and agricultural interest groups 

• Farmer support organizations  

• Multnomah County 

• Public natural resource agencies 

• Community nonprofit organizations 

• Academic partners 

 

SECTION 6: SUPERVISION, TRAINING AND PERFORMANCE REVIEW 
 

Supervision: The Headwaters Farm Operations Assistant will work as a team member and independently with 

general oversight provided by the position’s supervisor, the Headwaters Farm Program Manager. Program and 

activity direction are developed through consultation with the Conservation Legacy Program Supervisor, the 

Executive Director and EMSWCD Board, to meet EMSWCD goals. The Headwaters Farm Operations Assistant 

will collaborate as necessary with other EMSWCD programs and administrative staff. The Headwaters Farm 

Operations Assistant will work closely with the Facilities Manager, Headwaters Farm Program Manager, and the 

Conservation Legacy Program Supervisor; the latter two will provide direction regarding work objectives and 

timelines, and will review ongoing and completed work. The Headwaters Farm Operations Assistant will plan 

and coordinate his/her own work under the oversight of the Headwaters Farm Program Manager. 
 

Training: The position is required to complete mandatory training, including diversity, equity, and inclusion. 

Other professional-level or skills-based training may be required, as determined by the EMSWCD. 
 

Performance Review: The position will include a six-month probationary period. A performance review will be 

given after six months from date of hire and every July thereafter. The performance review will be conducted by 

the Headwaters Farm Program Manager with assistance from the Conservation Legacy Program Supervisor and 

may include input from EMSWCD staff and Board. In accordance with the EMSWCD Personnel Policies and 

Procedures Manual, reviews may be conducted with input obtained from others who have been working with the 

employee. Any future raises will be based on annual performance reviews and program funding. EMSWCD is an 

at-will employer. 

 

SECTION 7: APPLICATION INFORMATION 
 

Applicants must read the information below carefully for instructions on how to apply for this position. 

Failure to follow instructions will disqualify applicants from consideration.  

 

For more information, see: https://emswcd.org/about/staff/employment/ 

 

To apply: 

1. Applicants must send a cover letter and resume by email to: jobs@emswcd.org. 

2. All email subject lines must include “Headwaters Farm Operations Assistant.” 

3. Covers letters must be no more than two pages in length and must describe the applicant’s interest in the 

position and summarize job-related qualifications. 

4. Resumes should include positions held, dates employed, employer names and contact information, duties 

performed at each position, and relevant training and education. 
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5. Three to five professional references with contact information must be provided, including at least two 

supervisors. 

6. If you are requesting Veteran’s Preference, please submit your DD214 submitted along with the 

application. 

 

Applicants from diverse backgrounds are encouraged to apply. 

 

Note that prior to employment with the EMSWCD: 

• Verification of employment and education will be required. 

• Verification that applicant is able to work within the United States will be required. 

• A background check will be completed. Please note that a felony record does not necessarily eliminate 

someone from consideration. 

• References will be contacted. 

 

Nothing in this document is to be construed as a contract; EMSWCD is an at-will employer. 
 

Recruitment Schedule: 

 

The initial application review will begin on November 8, 2019. Applications will be accepted until the 

position is filled. 

 

 

Thank you for your interest in joining the team at the East Multnomah Soil and Water 

Conservation District.  
 

 

The East Multnomah Soil and Water Conservation District (EMSWCD) prohibits discrimination in all of its 

programs and activities on the basis of race, color, national origin, age, disability, sex, marital status, familial 

status, parental status, religion, sexual orientation, genetic information, political beliefs, reprisals, or because 

all or part of an individual’s income is derived from any public assistance program. EMSWCD is an equal 

opportunity provider and employer. Persons with disabilities who require alternative means for communication 

or program information (Braille, large print, audiotape, etc.) should contact the EMSWCD Office at 503/222-

7645.   


