
Marion County Board of County Commissioners 

POSITION DESCRIPTION 

To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job 

functions herein described. Since every duty associated with this position may not be described herein, employees 

may be required to perform duties not specifically spelled out in the job description, but which may be reasonably 

considered to be incidental in the performing of their duties just as though they were actually written out in this job 

description. 

MARION SOIL & WATER PROGRAM ASSISTANT 

Department: 

Pay Grade: 

FLSA Status: 

Job Class: 

Risk Code: 

Marion Soil and Water 

105 

Non-Exempt 

5039 

8810 

JOB SUMMARY 

Responsible for supporting work for Marion Soil and Water Conservation District. Responsibilities 

include providing administrative support for staff, record keeping, event coordination, marketing, 

fundraising, seeking out grants and sponsorships, conducting educational Special Interest 

programs in school classrooms, and responding to citizens seeking information about District 

programs. 

ESSENTIAL JOB FUNCTIONS 

• Assists in the coordination of the training portion of the District.

• Assists with monitoring the work of the volunteers for accuracy, efficient customer service, and

attitude, recognizing accomplishments of volunteers.

• Assists with the coordination of the educational outreach activities of the District to include but

not limited to the Southeastern Youth Fair, Local Working Group, PEFMC Scholarship, District

Events and Contests.

• Maintains system of bookkeeping for individual District bank accounts using appropriate

computerized system (i.e., QuickBooks or similar program).

• Maintains the Marion Soil and Water Conservation District's website regularly.

• Assists with the preparation of newsletters, presentations, articles, and related program

correspondence specific to the District's needs.

• Coordinates efforts with local partners and stakeholders (NRCS, UF/IFAS, FDACS) to best meet

the needs of the Marion Soil and Water Conservation District.

• Coordinates efforts in chartering partnerships and associate memberships, preparation of

reporting, Volunteer Background Screening, volunteer onboarding, and other activities

assigned in order to operate the district's programs.

• Communicates with school students, teachers and staff, community groups, interested citizens,

clubs, civic organizations, and related groups interested in education and development relevant

to the mission of the Marion Soil and Water Conservation District.






