SRRC Cooperative Noxious Weeds Program (CNWP) Coordinator Job Description

General SRRC Coordinator Duties:

· Develop and implement an annual and long term work plan (for both funded and unfunded work).  

· Produce quarterly project reports for Board of Directors

· Develop an annual summary of accomplishments and evaluation of  Program

· Interface with Watershed Center. Attend staff meetings, be aware of general SRRC requirements, policies, and reporting and administrative details.

· Identify and build a project team.  Develop staffing for activities. Integrate activities with Watershed Center, as needed. Coordinate with partners, resource managers and regulators, and regional, state and national entities.

· Keep outreach products up to date and distribute educational materials to the community and our partners at local and regional forums.

· Organize community education activities, workshops, workdays, field-trips and training for project.

· Be familiar with your grant agreements, and take responsibility for completing your grant tasks.

· Maintain project file, including bookkeeping, reporting and task information.

· Meet grant reporting required in each Agreement.  Develop an evaluation plan for project.

· Develop and secure funding to support program

Specific Noxious Weed Project Duties

· Update the long term CNWP Plan. Utilize the 13 steps approach that integrates - cooperation, planning, assessment/mapping, education, prevention, adaptive management, groundwork, inventory and tracking, native plant revegetation, monitoring, evaluation, support, reporting. 

· Maintain noxious weed equipment (tools, camera, gps, etc)
· Perform weed monitoring and tracking – collect and process data, maintain database and update GIS weed distribution maps
· Coordinate CNWP planning meetings with stakeholders, including USFS, MKWC, Siskiyou County and others
· Manage crews to conduct noxious weed field work

· Coordinate and recruit community volunteers

