Oak Bluffs, Massachusetts


Position Title:
Conservation Agent
Statement of Duties

Position performs administrative, research, and technical tasks relative to the administration of the Massachusetts Wetlands Protection Act and the town’s Wetlands Bylaw; manages conservation lands and management plans pertaining thereto; provides technical support to the Conservation Commission; implements natrual resources protection projects, and supervises seasonal staff members.  

Essential Functions

The essential functions or duties listed below are intended only as illustration of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if work is similar, related, or a logical assignment to, or extension of, the position.   

1. Administer and enforce Massachusetts Wetlands Protection Act (WPA) and Oak Bluffs General Wetlands Bylaw (Bylaw) by guiding applicants, engineers, architects and contractors though the permitting process; reviewing all applications for technical and procedural completeness, identify problems areas and as necessary, contact DEP, CZM, etc, for technical support, MACC, Town Counsel, etc. for procedural support; and analyzing and interpreting the WPA, Bylaw and related program policies as they pertain to each individual project, and report findings and recommendations to Commission.

2. Report to Commission all other relevant regulatory findings and/or environmental impacts of a proposed project.

3. Research past projects and/or related projects for technical and regulatory support.

4. Organize and perform site visits to evaluate site conditions, resource areas boundaries, and potential environmental impacts for each project.

5. Anticipate science‑based and/or regulatory issues that are likely to be raised at each hearing, research each issue, and be prepared to provide facts/answers; ensure that all pertinent issues are raised at each hearing and that Commission decisions are clear, legal, and thorough.

6. Review and understand architectural plans, engineered plans, maps (flood zones, wetlands, etc.).

7. Write decisions that accurately reflect the Commission’s decision and include all special conditions necessary to protect the natural resources.

8. Monitor ongoing projects for compliance; and enforce project compliance by keeping accurate, complete files, compiling evidence of noncompliance, issuing Enforcement Orders when necessary, handling angry applicants, and working with Town Counsel on legal action.

9. Communicate orally and in writing on simple to complex issues, and attend training sessions and seminars both on and off‑island.

10. Plan and implement natural resources protection measures by identifying programs and projects relevant to protection of Oak Bluffs’ natural resources (water quality, erosion control, etc.); communicating with Commission about natural resources protection priorities; administering all such projects undertaken by the Commission such as researching and writing grant applications, implementing grant projects, revising bylaw regulations as‑needed based on current, science‑based criteria, and conducting education projects/outreach with community groups; representing the Commission on local and regional committees (Barrier Beach Task Force, Environmental Education Planning Group, etc.); advising other town departments on general and specific issues of natural resources protection and responsible land use practices; and assisting other Town boards with material and technical advice as necessary.

11. Oversee management of Sailing Camp Park, 15+ acres of conservation land, plus daily rentals of the mainstay building as well its usage for summer children’s programs; train and supervise seasonal park manager; coordinate communication between manager and Commission on general policy matters; oversee maintenance of the mainstay building and manager cottage; implement and continually update/revise the management plan for the conservation land and rental facilities; process all rental income; during the ‘off’ season (November through mid‑May), handle on a daily basis all aspects of rental business: phone inquiries, reservations, show facility to prospective renters, etc.; and oversee maintenance budget.

12. Maintain a current Oak Bluffs Open Space and Recreation Plan, implement the goals and objectives of the Open Space Plan, identify potential open space lands for acquisition, pursue grant funding for open space acquisition, seek contributions to Oak Bluffs Conservation Fund, and educate town officials and the public on the economic and aesthetic values of open space.

13. Attend all Commission meetings, preparing agendas, following the Open Meeting Law, preparing information packages, taking notes, and preparing minutes.

14. Implement all Commission decisions, manage Commission budget, handle all incoming/outgoing correspondence, attend monthly department head meetings, prepare monthly reports, meet with Board of Selectmen, Finance Committee, other boards, as necessary on budget and policy matters, order supplies, and prepare and submit payroll.

Supervision

Employee works under the administrative direction of the Town Administrator and the  Conservation Commission.  Employee plans and prioritizes work in accordance with standard practices and previous training and is expected to solve problems by adapting methods or interpreting instructions.  Instructions for new assignments or special projects usually consist of statements of desired objectives, deadlines and priorities.  Technical and policy problems or changes in procedures are discussed with Commission, but ordinarily the employee plans the work, lays it out and carries it through to completion independently.  Work is generally reviewed only for technical adequacy, appropriateness of actions or decisions, and conformance with policy or other requirements. 

Seasonal superivision is provided to employees at the Sailing Camp Park, who are located at the same location.  The employee is responsible for hiring, termination, and discipline of seasonal employees to the Commission.
Job Environment

Position responsibilities require judgment in interpreting and applying complex regulations, codes and bylaws to ensure compliance with Commission requirements.  Work consists of the practical application of a variety of concepts, practices and specialized techniques relating wetland protection, conservation, and environmental management.  Assignments typically involve inspecting, testing or evaluating site conditions and permit applications with established codes and gathering, analyzing and evaluating facts or data using specialized fact finding techniques to determine compliance.  Responsibilities also include management of rented property, hence, the variety of conservation related matters calls for a high degree of specialized knowledge.  While laws and guidelines are available and need to be observed, they do not cover all the situations to be faced on a regular basis.  Hence, incumbent must exercise judgment, ingenuity, and initiative in handling and resolving problems and situations. 

Recommended Minimum Qualifications

Education and Experience

A candidate for this position should possess an Associate’s Degree in environmental sciences or related discipline, and have specialized training in environmental science, conservation practices, and general office experience.  The incumbent should have at one (1) to two (2) years prior professional experience or equivalent education and experience.

Licenses and Certifications
Ma. driver’s License

Knowledge, Skills and Abilities 

A candidate for this class of position should have:

· Knowledge of local, state, and federal programs and laws that affect environmental management and environmental science; 

· Knowledge of the roles of conservation commissions and paralegal knowledge;

· Knowledge of basic financial management techniques and practices; 

· Knowledge of property management techniques for a rental facility and for conservation lands;

· Knowledge of evolving natural resources protection and management techniques;

· Strong research, writing, analytical, and interpersonal communication skills; and the

· Ability to multitask, deal effectively with a variety of customers and professionals, be well organized and mature.

Tools and Equipment Used

Equipment used includes light truck, an automobile, hand tools, office machines, and personal computers.
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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The incumbent works in a moderately noisy office setting with outdoor work up to 1/3rd of the time.  There is some risk of personal injury in the field.  Employee is required to stand, walk, climb or balance, stoop, kneel, crouch, or crawl, and reach with hands and arms up to 1/3rd of the time;  to talk or listen/hear up to 2/3rd of the time; and to sit and use hands more than 2/3rd of the time.  Seldom is weight lifted or force exerted up to 10 lbs.  There are normal vision requirements for this position.  Occupational risks include uneven or wet terrain when in the field, and exposure to unruly customers, especially during compliance disputes.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The position has daily contact with applicants, engineers, contractors, the public, design professionals, town departments, regional agencies, local organizations, and state agencies to provide information and assistance regarding Commission policies and procedures, assisting in permit completion, interpretation of Commission requirements, discuss the status of projects, interpret wetlands bylaws, rules, and regulations, provide information on natural resources protection issues, handle rental inquiries, and schedule inspections.  Contacts are made in person, on the telephone, or in writing. 

Errors made could result in delay or loss of service, monetary loss, damage to buildings or equipment, or legal liability.  Adherence to deadlines is crucial, missed deadlines may lead to construction delays for property owners, thereby increasing the potential for property damage; missed deadlines and/or permitting mistakes could result in litigation of Commission decisions.

External and internal applicants, as well as position incumbents who become disabled as defined under the Americans With Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis.
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