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CHAPTER 6 - EMPLOYMENT AND MANAGEMENT OF PERSONNEL 

The ability of SWCD boards to hire employees is authorized under Chapter 940.08 of the Ohio 
Revised Code. This employer role is as important a responsibility as setting the direction and 
priorities of the SWCD. SWCD employees carry out the SWCD mission to achieve the strategic 
vision of the board. Hiring effective personnel and managing them to get the best possible 
performance are essential. In this chapter, you will find guidance on hiring, managing and evaluating 
personnel. The following guidance should not be construed or depended upon as legal advice but 
only guidance as to matters board members should consider. For legal opinions contact the SWCD 
legal advisor. 

PERSONNEL MANAGEMENT ESSENTIALS 
The SWCD board should have the following documents and or processes in place for effective 
employee management: 

 
 Strategic Plan 
 Annual Plan of Work 
 Staffing Plan 
 Job Descriptions for all staff positions 
 Employment Policy 
 Performance Standards for all staff positions 
 Employee Evaluation forms and procedures 
 Employment Manual 
 Employee Training Plans 

Guidance for developing and maintaining SWCD strategic plans and annual plans of work can be 
found in Chapter 4 of this guide. Guidance on developing an employment policy, job descriptions, 
performance standards and employee evaluations are discussed later in this chapter. 

 
SWCD Employment 
As independent political subdivisions of the state of Ohio, SWCDs are “at will” employers, allowing 
them to hire staff at any time without a competitive process and to terminate them at any time 
without cause. Employees of SWCDs are public employees, but they are neither “classified” nor 
“unclassified” as other county, township and state workers and therefore have no appeal rights with 
the Ohio Personnel Board of Review. Employees of SWCDs do not participate in collective 
bargaining as some other public employees do in Ohio. 

 
However, SWCD boards should be mindful that a competitive hiring process not only fosters a 
culture of openness and accountability but widens the pool of potential candidates to ensure the best 
person for the job is hired. Similarly, terminations without cause do not necessarily absolve the 
board from all litigation; therefore, establishing good performance standards as well as effective 
feedback and evaluation tools and procedures will help minimize employee turnover and provide 
necessary documentation should the need arise. 

 
SWCD boards and employees are also subject to the federal Fair Labor Standards Act (FLSA), the 
Civil Rights Act of 1964, Equal Employment Opportunity; Americans with Disabilities Act; the 

http://codes.ohio.gov/orc/940.08v1
http://codes.ohio.gov/orc/124
http://codes.ohio.gov/oac/123%3A1-5-01
https://pbr.ohio.gov/wps/portal/gov/spbr/


Family and Medical Leave Act and unemployment compensation requirements as it applies to State 
of Ohio public employees. The following may be of assistance to boards and employees 
understanding their obligations and rights, respectively under these mandates: 

 
Ohio Administrative Code and the Federal Fair Labor Standards Act - link to the portion of the 
Ohio Administrative Code describing Ohio’s adherence to the FLSA for public employment 

 
US Department of Labor – link to the Wage and Hour division webpage offering employers and 
employees current information, fact sheets and tutorials on several employment related issues. 

 
Ohio Department of Administrative Services Resources: As an Ohio employer SWCDs are required 
by the state and federal government to provide notice to employees as to their rights on certain 
issues. This page includes a list of download links to many of the required federal and state posters 
required for employee notification. This page also includes a “Policy Library” SWCDs may use as a 
reference for developing SWCD policies. 

 
Unemployment - Ohio Revised Code – link to the portion of the Ohio Revised Code describing 
unemployment for Ohio employers. 

 
Unemployment – Ohio Job and Family Services – link to the Office of Unemployment providing 
information for both employers and employees as to their benefits and obligations, respectively. 

 
 

Staffing Plans 
For SWCD boards, the most important hiring decision will be the one selecting the District 
Administrator for your SWCD. The District Administrator or Executive Director is the person in 
the SWCD office primarily responsible for implementing the SWCD strategic and annual plans and 
carrying out its mission as well as communicating progress. Administrators are day to day 
supervisors for staff and day to day liaisons for the board with other agencies and officials. 
Developing a staffing plan with the help of your Administrator will aid in determining how many 
staff and the needed credentials necessary to reach your goals 

Here’s a step-by-step approach to developing a staffing plan. 

 Step 1 – Gather information 
Gather all the statistics you can regarding the productivity of your current workforce. Keeping 
accurate statistics is a vital part of business management as those statistics can be used to reward 
your best workers, develop effective training plans and identify when process changes need to occur. 
SWCDs can use the reporting capabilities of Beehive (see Chapter 3) to help with gathering and 
analyzing the data. Also review your Strategic Plan with staffing in mind; do you have the right 
people, spending the right amount of time on your strategic goals and priorities? 

 
Step 2 – Determine Average Workload 
Use the statistics you gather to determine how much the average worker can do in each working 
hour or day. For technicians this may be the number of inspections or number of plans created. Or 
for administration assistants it may be the number of hours it takes to prepare board packets or how 
much of the day is spent answering the phone. Be sure to use the average. 

Step 3 – Determine Your Busiest Season for Each Position 
Examine the statistics for your SWCD to determine your needs during the busiest periods. Many 

https://codes.ohio.gov/ohio-administrative-code/chapter-3357:12-3
https://www.dol.gov/agencies/whd/employers#factsheets
http://das.ohio.gov/Divisions/HumanResources/HRDOCBPolicy/LaborEmploymentLawPostingRequirements.aspx
http://codes.ohio.gov/orc/4141
https://unemployment.ohio.gov/PublicSelfServiceChoice.html


SWCDs have a slow season in the winter months and a busy season in the spring - be sure to factor 
in the needs you have during the busiest time of year. This may be different for different goals. If 
you plan to do classroom education programs, that position’s busiest time may be during the fall 
and spring  when kids are in school. 

Step 4 - Determine the Numbers 
Determine how many workers you will need during your heaviest periods by dividing the number 
from Step 3 by the average productivity number you found in Step 2. Keep in mind that you might 
need to round that number up to account for the training of new workers. Until they get up to speed 
and gain some experience, your new hires will probably be less productive than the average veteran 
worker. Also consider the cost of each position including, salaries, benefits and any revenue 
generated by the position or program with which the position is associated. 

Step 5 – Create a Balanced Plan with contingencies 
Create a plan to staff your SWCD during the peak times without leaving you with too many staff 
when business goes back to its normal levels. One of the most effective ways to ramp up quickly 
during peak periods of activity is to use temporary/contract/intern employees or to find volunteers. 
Developing a sound volunteer program or a good relationship with a quality staffing agency or 
university can help you get the workers you need when those spikes in activity occur. Another 
advantage of using volunteer, temporary or intern workers is that they can be an excellent source of 
full-time employees when the need arises. 

 
* Adapted from How to Develop a Staffing Plan for a Business Organization 
by Bonnie Conrad, Demand Media. Houston Chronicle. 

 
 

Job Descriptions 
Establishing and creating the most effective position(s) to meet the conservation goals of the SWCD 
start with a well-developed strategic plan and a clear mission. Job descriptions should express the 
knowledge, skills and abilities necessary to accomplish district goals, define primary and secondary 
areas of responsibility, as well as general performance levels. 

 
Job descriptions should be reviewed annually, along with correlating standards of performance. The 
board should approve all job descriptions at a board meeting and a representative of the Board or 
the district administrator/executive director should provide a signature for approval.  Employees 
should receive a copy and be asked to provide written acknowledgement of receipt and 
understanding of the job descriptions when they are created or updated. 

 
 Sample job description below.  

 

Standards of Performance and Employee Performance Evaluations 
Once completed, a strategic plan should layout in chronological order the actions necessary to 
complete each of the plan’s goals. Those items with the shortest time frame should be the  
basis for 
developing the annual plan of work. Annual standards of performance should be established for 
each employee to communicate their role in helping reach the annual and strategic plan goals and 
how to measure success. 

 
A good evaluation process is dependent upon many things but a key part to the process is 
completion of a performance standard for each duty or area of responsibility described in each 

http://smallbusiness.chron.com/develop-staffing-plan-business-organization-771.html


employee’s job description. In the sample performance standard and sample job description 
provided as a supplement to this chapter, the corresponding elements are color coded similarly. The 
elements of the standards of performance should be specific and measurable and should be used as 
part of any employee evaluation and feedback process. It is this document that is essential to a 
performance-based evaluation system. A performance standard removes the ‘guesswork’ out of the 
evaluation process and allows both the evaluator and employee to understand at what level tasks are 
expected to be completed 

 
 Sample Standards of Performance Document below 

 
Performance Evaluation 
A Performance Evaluation should take place during the Probationary/Introductory Period and 
on an annual basis thereafter. 

 
Probationary/Introductory Period Ratings: All employees in the introductory period should be rated at 
least twice during the period. Introductory periods are usually  six months in length. The first 
rating is to be made at the end of the first half of the period. The final rating is to be made prior 
to the completion of the period. If the employee is terminated before these two dates, the final 
rating should be made at the time of termination. The rating form should indicate the reasons the 
employee’s service did not meet the required standards. 

 
Annual Ratings: All employees who are not in introductory status should be evaluated once a year. 
The rating should cover the employee’s performance during the entire year preceding the date of 
rating or during the time since completion of the employee’s introductory period. 

 
Evaluation Form. It is recommended that each SWCD board choose their own evaluation tool. 
However, SWCDs boards have frequently requested a sample evaluation tool for the District 
Administrator Position, so one is being provide below and can also be used along with the Standards 
of Performance document as the basis for evaluation tools for other positions. 

 
Sample SWCD District Administrator Performance below 

 
Completing the performance review and interview. The District Administrator should conduct performance 
reviews and interviews for all employees they supervise on a day to day basis. The District 
Administrator should review the results with SWCD board and recommend any actions based on 
the review. In turn, the SWCD board should conduct performance reviews and interviews for the 
District Administrator/Executive. Below is a checklist outlining a sample process and items for 
consideration for an effective evaluation of employees. 



Formal Performance Interview Planning Checklist 

Be prepared – know the objectives and goals of the meeting 
Time and Place – choose a quiet, private spot with as few interruptions as possible 
Conducting the interview 
 Create a positive environment and help the employee feel at ease 
 Give balanced feedback, both positive and negative, but start with the positive 
 Focus on the job, not the person 
 Ask questions and allow the employee to provide feedback. When discussing areas for 

improvement, discuss methods and objectives for improving 
 Discuss possibilities for advancement, the employee’s aspirations and professional 

development necessary to be a candidate for such future positions (See Professional 
Development Section) 

Conclusion 
 Summarize and review the important points of the discussion 
 Restate the action steps that have been recommended and provide a time frame for 

completion 
 Make sure employee reviews the appraisal and provides comments 
 Have employee sign it to acknowledge that he or she has read it (does not signify agreement 

with the content) 
Follow-up 
 Follow-up with the employee to see how plans are proceeding within the given time frames 
 Offer the employee assistance in achieving objectives and encourage discussion of successes 

and obstacles. 
 

Employee Manual 
An employee manual is an important communication tool between you and your employees. A 
well-written manual sets forth SWCD employment protocols and expectations for employees. It 
also should describe your legal obligations as an employer, and your employees' rights. All 
employees should be familiar with the employee manual, given a chance to ask questions for 
clarification, be advised of changes and know where to find the most up-to-date version. 

 
Copies of past employment policies and or manuals should be retained along with employment 
records, so any future questions about past employee benefits or other matters can be reviewed with 
the employment manual or policy in place at the time in question. 

 
SWCD boards and administrators should be reviewing employment manuals and policies annually 
and record that review process in meeting minutes. Employees should be given a copy and asked to 
submit a signed acknowledgement of receipt. 

 
Checklist 
Below is a sample of some of the policies that may be contained in a comprehensive Employment 
Manual. Some items are hyperlinked to provide direct links to related state or federal laws or more 
detailed guidance. Still need more help? Review this example Employee Handbook .  

https://docs.google.com/viewer?a=v&pid=sites&srcid=ZGVmYXVsdGRvbWFpbnxteW5jZGVhfGd4OjJiMGE5YWRmNTUzYzg0MjU


Employment Manual Checklist 
 

Section One: Employment 
 Notice to Employees 
 Receipt and Acknowledgement of Employee Manual 
 Employment-At-Will  
 Termination of Your Employment 
 Equal Employment Opportunity/Affirmative Action 
 Americans with Disabilities Act 
 Standards of Conduct 
Document your expectations of how you want your employees to conduct themselves including 
dress code and ethics. 
Ethics /Conflict of Interest Statements 

 Ohio Ethics Law (.pdf) 
 Ethics Is Everybody’s Business 
 Conflict of Interest: Ohio Ethics Commission Fact Sheets 
 Dress Code 
 Unacceptable Activities 
 Disciplinary Actions 
 Discipline Procedures 
 Crisis Suspension 

 Probationary/Introductory Period 
 Work Schedule 
Describe your SWCD policies regarding work hours and schedules, attendance, punctuality and 
reporting absences, along with guidelines for flexible schedules and telecommuting. 

 Business Hours 
 Attendance 
 Absence or Lateness 
 Meal and Break Periods 

 
 Severe Weather and Emergency Conditions 

 Employment Classifications 
 Personnel Records and Administration 
 Access to Medical Records 
 Employment of Former Employees/Retirees 
 Employment of Relatives 
 Employee domestic partnership/co-habitation; dating 
 Interviewing and Selection 
 Orientation 

Section Two: Compensation 
 Wage and Salary Administration 
 Pay Period and Hours 

http://www.eeoc.gov/eeoc/index.cfm
https://www.ada.gov/
https://www.ada.gov/
https://www.ada.gov/
https://www.ethics.ohio.gov/education/factsheets/ethicslaw.pdf
https://www.ethics.ohio.gov/education/factsheets/ethicslaw.pdf
http://ethics.ohio.gov/education/factsheets/ethics_is_everybodys_business.pdf
http://www.ethics.ohio.gov/education/factsheets.html
http://www.dol.gov/dol/topic/workhours/flexibleschedules.htm
http://www.dol.gov/dol/topic/workhours/breaks.htm


 Mandatory Deductions from Paycheck 
 Direct Payroll Deposit 
 Overtime Pay 
 Call-In Pay 
 On-Call Pay 
 Loans and Pay Advances 
 Garnishments 
 Bonus Pay 
 Training Wage 
 Travel Pay 
 Time Records/Beehive (needs opened in Chrome) 

Section Three: Performance and Compensation Reviews 
 Performance Reviews 
 Compensation Reviews 

Section Four: Benefits 
 Health Insurance 
 Eligibility for Benefits 
 Health Insurance Coverage 
 Worker's Compensation 
 Short-Term/Long-Term Disability 
 125 Flexible Benefit Plan 
 Educational Assistance 
 Unemployment Compensation 
 Employee Assistance Program 
 Deferred Compensation 

Section Five: Leaves 
 Holidays (subject to District policy and Federal mandates) 
 Vacation 
 Personal Leave 
 Paid Time Off 
 Sick Leave 
 Earning and Use of Compensatory Time 
 Family Medical Leave 
 Disability (Including Pregnancy) Leave of Absence 
 Military Leave of Absence 
 Military Reserves or National Guard Leave of Absence 
 Bereavement (Funeral) Leave 
 Jury Duty 
 Leave Without Pay 

https://www.dol.gov/whd/overtime_pay.htm
https://ohioswcd.map.beehere.net/Account/Login?returnUrl=%2FInternal
https://www.ohio457.org/iApp/tcm/ohio457/index.jsp
http://codes.ohio.gov/orc/325.19
http://codes.ohio.gov/orc/124.38
https://www.dol.gov/general/topic/benefits-leave/fmla


 Return to Work 
 Catastrophic Leave Program Participation 

Section Six: Safety 
Describe your company’s policy for creating a safe and secure workplace, including compliance with 
the Occupational Safety and Health Administration's laws that require employees to report all 
accidents, injuries, potential safety hazards, safety suggestions and health and safety related issues to 
management. Safety policies should also include your company’s policy regarding bad weather 
encountered on the job and hazardous community conditions. 
 General Employee Safety 
 Reporting Safety Issues 
 Safety Programs/Rules 
 Personal Protective Equipment 
 Accident Reports 
 Emergencies 
 Fire Prevention 
 Motor Vehicle Safety 
 Severe Weather 

Section Seven: Workplace Policies 
 Harassment Policy 
 Drug-free Workplace 
 Violence in the Workplace 
 Solicitation 
 Smoking 
 Telephone Use 
 Cellular Phones/Pagers/Two-way Radios 
 Visitors 
 Bulletin Boards 
 Parking 
 Educational Assistance Program 
 Driver's License and Driving Record 
 Computers/Software/Internet/E-Mail/Social Media 
 Employee Lockers /Travel 
 Teleworking  

Section Eight: Separation of Employment 
 Voluntary vs. Involuntary Termination 
 Severance Pay 
 Retirement 
 Insurance Conversion Privileges (COBRA) 
 Exit Interviews 
 Return of Company Property 

http://codes.ohio.gov/orc/940.09
http://www.osha.gov/
http://crc.ohio.gov/Businesses/InformationalBrochures.aspx
https://www.opers.org/


New Hire Checklist 
 

Check off the following and note the date 
when completed by the employee and returned: 

 
Form Date completed/returned 
     Form I-9 

 

     Form W-4 
     Age certificate and work permit (if under 18)    
     New hire report for state    
     Benefits enrollment    
     Benefits beneficiary designation(s)    
     Direct Deposit authorization    
     Emergency Contact Information    
     Employee manual acknowledgement, 

including at-will notice    
     Employment agreements (noncompete, 

non-solicitation, conflict of interest,  
 confidentiality, etc.)    

 

Check off the following and note the date 
when given to, or conducted for, and the employee: 

 
Form Date Provided 
     COBRA notice for new hires and covered 

dependents (sent to home address)    
     Summary plan descriptions for benefits plans    
     Employee Manual    
     Job Description    
     Harassment training    

         __ Fraud Reporting                      
______________________ 

     Post-offer medical examinations    
     Organizational Chart    
     Map of facilities    
     Internal telephone lists    
     Office keys    
     Security codes    



Sample Job Description 

Job Title: District Technician I 
Reports To: District Program Administrator 
EEO Classification:  Technician 
Prepared By/Date: jfp 02/26/03 

 
Summary: The District Technician provides technical assistance on conservation and natural 
resource planning and development initiatives. 

 
Essential Duties and Responsibilities*: 

1. Assist landowners in vegetative practices (i.e. cropping; seeding; pasture legumes 
and grasses). 

2. Assist landowners in woodland management practices (i.e. tree planting; 
windbreaks; woodland protection and timber site improvement). 

3. Conduct site and soil investigations, assist with preliminary engineering surveys, 
and soil reconnaissance. 

4. Assist in the establishment of recreation land use; advise and assist landowners with 
fish pond management, protection and development of wildlife areas and the 
planting of adequate wildlife feed; provide follow-up to ensure compliance with the 
application and maintenance programs. 

5. Plan and develop conservation practices such as pasture improvement, wetlands, 
waterways or water disposal systems. 

6. Maintain engineering equipment; assist with other equipment maintenance as 
requested. 

7. Develop and maintain accurate and timely required forms, records and requests (i.e. 
work unit records); ensure contract compliance. 

8. Locate boundaries on aerial photographs of land to be planned; prepare land use 
maps; use design software to measure acreage fields. 

9. Assist with tours, field days, educational meetings, public information and related 
activities. 

10. Other duties and responsibilities as directed by the District Program Administrator. 
 

Additional Requirements 
1. Actively promote conservation initiatives and the mission of  Soil and Water 

Conservation District. 
2. Participate in the team process. 
3. Maintain safe driving record and have reliable transportation. 
4. Knowledge and understanding of governing rules, working agreements, regulations and 

strategic plans specific to  SWCD, Division of Soil Water Conservation – Ohio 
Department of Agriculture, Natural Resources Conservation Service and other 
conservation organizations (i.e. U.S. Department of Agriculture, Ohio Cooperative 
Extension Service and Ohio Department of Transportation). 

5. Obtain and adhere to the approval authority provided by the NRCS District 
Conservationist. 

6. Attend internal and external meetings. 
7. Pursue continuous education and professional development opportunities as identified 

and directed. 



Qualifications: 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. 

 
Education/Experience: 
Associate Degree (A.A.) in Conservation, Natural Resources or Agriculture related field; or two 
to four years related experience in conservation/environmental land use planning or agriculture; 
or equivalent combination of education and experience. 

 
Language Ability: 
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to 
write simple correspondence. Ability to effectively present information in one-on-one and small 
group situations to customers, clients, and other employees of the organization. 

 
Math Ability: 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and 
geometry. 

 
Reasoning Ability: 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, 
or diagram form. Ability to deal with problems involving several concrete variables in 
standardized situations. 

 
Computer Skills: 
To perform this job successfully, an individual should have knowledge of word processing and 
spreadsheet software; internet/e-mail. 

 
Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. While performing the duties of 
this job, the employee is regularly exposed to outdoor weather conditions. The employee is 
frequently exposed to fumes or airborne particles. The employee is occasionally exposed to 
vibration. The noise level in the work environment is usually moderate. 

 
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. While performing the duties of this job 
the employee is regularly required to stand; walk and sit. The employee is frequently required to 
talk or hear. The employee must frequently lift and/or move up to 25 pounds and occasionally lift 
and/or move up to 50 pounds. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

 
Competency: To perform this job successfully, candidates for this position will require: 

 
Learning Index Ability to learn and understand complex information without difficulty. 



Verbal Skill Ability to communicate effectively in a variety of settings and 
assimilate complex instructions. 

 
Verbal Reasoning Ability to analyze and make reliable interpretations of complex verbal 

information. 
 

Numerical Ability Ability to perform complex calculations on a regular basis and 
communicate complex data to others. 

 
Numeric Reasoning Ability to efficiently base decisions on numerical data and 

communicate this data in easily understood formats. 
 

People Service Ability to be highly motivated by a position that offers the opportunity 
to help others or provide some facilitative service. 

 
Mechanical Above average ability to be motivated by realistic, hands-on tasks. 

 
Energy Level Ability to respond well to demands on time. 

 
Assertiveness Above average ability to take on leadership roles. 

 
Sociability Ability to be persuasive and motivated by the opportunity to present 

ideas to others and ability to work in a team environment. 
 

Manageability Ability to respond well to a structured environment and willingness to 
accept the leadership of others. 

 
Attitude Ability to demonstrate a positive attitude. 

 
Independence Above average ability to be independent. 

 
Objective Judgment Ability to utilize data in order to make deliberate decisions based on the 

logical application of objectivity and practicality. 
 

I UNDERSTAND THE REQUIREMENTS AND SPECIFICATIONS FOR THE POSITION 
AND CERTIFY THAT I HAVE THE QUALIFICATIONS THAT ARE NECESSARY TO FILL 
THE POSITION AND PERFORM THE REQUIRED DUTIES AND RESPONSIBILITIES. 

 

Employee Signature:  Date:   
 

Hiring Supervisor Signature:  Date:   



PERFORMANCE STANDARD - DISTRICT TECHNICAL POSITION 
 

Element: Technical and Engineering Assistance. 

Duty: Provides technical and engineering field assistance to District 
cooperators and units of government. 

 
Standard: Engineering surveys, soil reconnaissance, 
recommended needs and construction layout is applied using 
standards and specifications of the Natural Resources 
Conservation Service. All information will be collected on first or 
second visit of the site review and survey, so that subsequent visits 
for data collection will not be necessary. Construction layout 
reflects the engineering plan with any deviation noted. Scheduling 
is done in accordance with district work priorities. 

 
Duty: Prepare engineering plans for conservation projects. 

Standard: Engineering plans are prepared under guidelines of the 
NRCS National Engineering Manual 
http://www.mi.nrcs.usda.gov/technical/engineering/neh.html and 
Related Handbooks to meet design and plan preparation 
requirements. Engineering projects will be completed in a timely 
manner, referring to the following estimated time table. 
Estimated typical job in man hours: 

• Structures Each 15 hours 
• Ponds 1/4 - 1/2 ac 30 hours 
• Waterways 500 ft. 30 hours 
• Animal waste each 80 hours 
• Open ditches 1.5 mile 200 hours 
• Tile topo 80 ac. 36 hours 
• Surface drain 80 ac. 36 hours 
• Windbreak .5 mile 10 hours 

Duty:  Provide technical information to land users. 

Standard: The land users requests should be assessed to the 
technical needs and appropriate specialists scheduled for 
assistance. Work will be completed in a timely manner under 
district policy and NRCS standards and specifications. Land user 
requests will be responded to in  . 

 
Duty: Develop resource conservation plans for district cooperators 
applying conservation practices. 

 
Standard: Resource conservation plans will be developed under 
guidance of the District Conservationist, within  of 
engineering plan completion. 

 

http://www.mi.nrcs.usda.gov/technical/engineering/neh.html


Element: Tours, Field days, Demonstration Plots 

Duty: Assist in conducting tours, field days, public viewing of 
demonstrations, including equipment, plots, practices, etc. 

 
Standard: Collect sufficient information for public presentations; 
begin preparations on a timely basis, being mindful of any potential 
unsafe areas or practices that could expose participants to some 
risk. Provide information and suggestions that will help carryout 
SWCD special events. 

 
 

Element: Equipment Maintenance 

Duty: Perform preventative maintenance on automotive, tillage, 
engineering and office equipment assigned by NRCS to the work unit 
and/or owned by the SWCD. 

 
Standard:   maintenance is performed on equipment. 
Corrects deficiencies not requiring mechanical knowledge. Informs 
supervisor of malfunction immediately. A safety check will be 
performed   and noted in appropriate report. 

 

Element: Office Administration 
Duty: Develops and maintains resource inventories, process cooperator 
applications, completes various reports regarding the conservation 
program, writes news articles, maintains equipment lease records. 

 
Standard: Handles administrative matters in accordance with 
guidelines and established time frames. Identifies administrative 
problems within the organization and recommends action to 
supervisor, offers suggestions for improvement in administrative 
procedure covering technical matters. Resource inventories will be 
updated annually. 

 
 

Element: Legal authorities under S.B. 160 Conservation Works of Improvement 
and H.B. 88 Agricultural Pollution Abatement 

 
Duty: Provide assistance to land users under S.B.160 procedures; 
provide assistance to farmers to under the provisions of H.B. 88. 

 
Standard: Have working knowledge of the legal authorities given 
to districts. Able to provide leadership in guiding group projects 
under S.B. 160 to completion in a timely fashion. Takes leadership 
in site inspection of Ag pollution, voluntary and involuntary 
complaint procedures, utilizing NRCS technical guidance. Be 
familiar with State cost-share forms and procedures. No procedural 
errors in applications and information gathering. 



Performance Analysis 
Employee Name: Title: 
Position Title: District Program Administrator 
Date of Hire: 
Name of Person Completing Analysis: Date: 

 

Indicate the appropriate SKILL LEVEL for each: 
1. Responsible for overall management and development of  SWCD including 

program and-related budgets, reporting requirements and business development. 
1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      

2. Maintain updated knowledge of programs and new initiatives. 
1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      

3. Provide SWCD board accurate, timely Beehive Queries, grant progress reports, 
and budget information as directed. 

1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      

4. Ensure contract and regulatory obligations are met as well as Annual Plan of Work 
and Long Range/Strategic Plans are being achieved. 

1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      

5. Provide supervision of staff including hiring, disciple, evaluation and development; 
update the Board on related issues and seek advice from the Board as directed. 

1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      

6. Develop and provide leadership advocating a team environment; establish and 
maintain effective communication between staff, the SWCD Board and partners. 

1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      



7. Identify and pursue potential revenue resources; develop annual budget; inform and 
seek approval when required, from the Board of Supervisors of income, expenses and 
other operating issues. 

1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      

8. Develop and maintain relationships with public officials, funding sources and other 
community and state leaders. 

1= Unsatisfactory 2 = Needs improvement 3 = Meets job requirements 4 = Exceeds job requirements 

Reviewer Comment      
 

 

Indicate how frequently the competency is demonstrated by the 
individual. 

 
Learning Index - Demonstrates the ability to learn quickly and understand complex 
information without difficulty. 
1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 

 
Verbal Skill - Demonstrates the ability to communicate effectively in a variety of 
settings and assimilate complex instructions. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Verbal Reasoning - Demonstrates the ability to analyze and make reliable 
interpretations of complex verbal information. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Numerical Ability - Demonstrates the ability to perform complex calculations and 
communicate complex data. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Numeric Reasoning - Demonstrates the ability to efficiently base decisions on 
numerical data and communicate this data in easily understood formats. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Financial Administrative - Demonstrates above average ability to be motivated by 
administrative duties or financial information processing. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 



People Service - Demonstrates above average ability to be motivated by a position that 
offers the opportunity to help others or provide some facilitative service. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Energy Level - Demonstrates the ability to respond well to demands on time. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Assertiveness - Demonstrates the ability to take on leadership roles. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Sociability - Demonstrates the ability to be persuasive and motivated by the 
opportunity to present ideas to others; and ability to work in a team environment. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Manageability - Demonstrates the ability to respond enthusiastically to a structured 
environment requiring direct supervision by the SWCD Board of Supervisors. 
1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 

 
Attitude - Demonstrates the ability to consistently maintain positive expression and 
motivation in order to be successful. 
1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 

 
Decisiveness - Demonstrates the ability to be consistently responsive in a timely 
fashion and make quick decisions under pressure. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Accommodating - Demonstrates the ability to express a highly accommodating 
presentation, even in stressful conditions. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Independence – Demonstrates above average ability to be independent. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 
 

Objective Judgment - Demonstrates the ability to utilize data in order to make 
deliberate decisions based on the logical application of objectivity and practicality. 

1 = Never 2 = Rarely 3 = Sometimes 4 = Frequently 5 = Always 



Summary statement: 
 
 
 
 
 
 
 

Plans for Improvement: 
 
 
 
 
 
 
 

EMPLOYEE ACKNOWLEDGEMENT: 
 

I HAVE RECEIVED THIS DOCUMENT AND DISCUSSED THE 
CONTENTS WITH MY MANAGER. 

 
Employee Signature: Date: 

 
Employee Comments: 

 
 
 
 
 
 
 
 
 
 

Supervisor Signature: Date: 
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