







Position Announcement

Position Title:  		Administrative/Field Assistant

Application Deadline:	4:00 p.m., February 24th, 2012

Position Classification:	Full Time

Position Location:		Perham, Minnesota

Salary:			$12.75 plus benefits

The Position:  The person hired for this position will assist with all aspects of office administration including answering telephone calls, filing, web site design and maintenance, tracking and reporting of projects, scheduling rental field equipment, grant administration and tracking and other duties assigned by the EOT SWCD manager.  This position will also assist with various field projects including all aspects of the districts conservation tree program and assisting with shoreland projects as needed.

Minimum Qualifications – Applicants must possess:
· A two year administrative degree or comparable experience.
· A valid Minnesota Driver’s License.
· The ability to lift over 50 lbs.
· The ability to work in the field in adverse conditions.

Application Procedures – Supply an employment application and resume to the above address by 4:00 p.m. Friday, February 24th, 2012.  A position description and application is available on our website at www.eotswcd.org, or may be obtained by calling (218)346-4260 ext. 3.

Condition of Announcement – The East Otter Tail SWCD reserves the right to make changes to the content of this position without notification and may at any time withdraw the announcement.


