
 

 

                                           

1221 Farmers Lane, Suite F 707.569.1448 
Santa Rosa, CA  95405 www.SonomaRCD.org 

Job Opportunity: Program Assistant 
 

Employer: Sonoma Resource Conservation District  
Work Location: Main office in Santa Rosa, Sonoma County, California, with option for partial remote work; 
field work throughout Sonoma County.   
Status: Non-Exempt/ 1.0 FTE (40 hours/week) including some evening and weekend hours. 
Compensation: $21.50/hour 
Posting Date: July 1, 2021 
Start Date: September 2021 
 

Organizational Background 
The Sonoma RCD is a non-regulatory, local government entity empowered to manage soil, water, fish and 
wildlife resources for conservation. In existence since the 1940s, RCDs are local grassroots conservation 
delivery systems that identify local conservation problems and guide solutions on a voluntary basis. The 
Sonoma RCD covers 85% of Sonoma County, and includes portions of the Russian River, Petaluma River, 
Sonoma Creek, Stemple Creek, and Gualala River Watersheds. The RCD is almost exclusively grant and 
contract funded with a small amount of local property tax leveraged into millions of dollars each year. The RCD 
has a team of fifteen, with expertise in a wide variety of natural resource and agricultural disciplines, 
education and outreach, policy, fundraising, and administration, and is governed by a board of directors that 
are local landowners in the District. Our mission is carried out through four programs: LandSmart® Planning, 
LandSmart On-the-Ground, LandSmart Water Resources, and LandSmart Education. For more information visit 
our website at: sonomarcd.org 
 

Position Summary 
The Program Assistant position offers an incredible opportunity to gain valuable experience working with 
innovative landowners and partners to address Sonoma County’s most pressing natural resource concerns. 
This unique position allows for a diverse workload both in the office and field. The Program Assistant will work 
alongside other staff to provide support for all RCD program areas, in pursuit of multiple resource goals such 
as water quality, drought and fire resilience, soil heath, and climate-beneficial farming.  The individual must be 
highly motivated, enjoy working in a team environment, have strong attention to detail and organizational 
skills, be flexible to changing workload priorities, have strong written and verbal communication skills, and 
have an ability to execute assignments efficiently and in a timely manner. 
 

Essential Functions 

− Support planning, coordination and delivery of youth and community education programs.  

− Complete mapping using ArcGIS in support of all RCD programs. 

− Assist in preparing LandSmart farm and forest conservation plans including field data collection, 
research, writing, and mapping.  

− Assist with field work, including groundwater monitoring, soil sampling, field/forest surveys, irrigation 
system evaluations, project monitoring, and technical assistance site visits. 

− Support preparation of permit applications and CEQA documentation for on-the-ground projects. 

− Assist in watershed-scale collaboration and planning efforts. 
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− Explore and learn about Microsoft 365 applications, and act as champion for the RCD team adopting 
new functionality to support our work.  

− Attend community meetings, events and workshops on behalf of the RCD. 

− Assist team with grant proposals including providing supporting language and mapping. 

− Assist with administrative tasks as needed. 
 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties 
or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may 
change at any time with or without notice. 
 

Required Qualifications 

− Combination of education and experience, typically equivalent to possession of a Bachelor’s degree in 
natural resource management or related field.  

− Proficiency with ArcGIS, Outlook, Excel, Word, and PowerPoint. 

− Experience with field work, including conservation/restoration projects. 

− Interest in educating youth and attending community events as a public representative of the RCD. 

− Familiarity with North Coast ecosystems and environmental issues.  

− Familiarity with sustainable agriculture and natural resource conservation practices and principles. 

− Highly motivated to take on new projects with the flexibility to work independently or as part of a 
team. 

− Ability to communicate effectively in English, both verbally and in written form, sufficient to convey 
information and instructions to the public, colleagues, and Board members.  

− Competency in establishing cooperative working relationships and exceptional interpersonal skills. 

− Flexible hours required, including some weekday nights and weekends, to attend community events, 
meetings, and conferences. 

− Must be at least 18 years of age at the time of employment. 

− A valid driver’s license, vehicle, and proof of auto insurance is required at the time of hire.  
 
Desired Qualifications 

− Spanish fluency. 

− Experience working directly with agriculture and/or forestry. 

− Experience with Microsoft 365 applications. 
 

Work Environment 
Work is performed in an indoor/outdoor setting to include: 

− Field settings that include various terrains, dense vegetation (with possible exposure poison oak, ticks, 
and mosquitos), and hot, cold, and wet conditions. 

− A professional office environment that includes operation of standard office equipment such as 
computers, phones, copiers, calculators, and filing cabinets. 

 

Physical Requirements 
Ability to frequently remain in a stationary position; operate a computer and other standard office equipment; 
visual capacity to review and edit documents; converse by telephone and in person. Frequent bending, lifting 
up to 30 lbs., and grasping. Ability to work on rugged or uneven terrain in all weather conditions. Driving 
required for local travel.  
  

 
 



 

 

 

 

Compensation/Benefits 
Compensation for this position starts at $21.50 per hour. Benefits for this position include 100% employee 
medical coverage; dental and vision insurance with minimal employee contributions; employer-paid life 
insurance; a SIMPLE IRA retirement plan with 3% employer match; paid time off and holiday leave; and an 
employee assistance program. 
 

How to Apply 
Please submit cover letter, resume, and three references to afairbrook@sonomarcd.org with the title 
“Program Assistant” in the subject line. Applications must be received no later than 5:00 PM Pacific Standard 
Time on Friday, July 30, 2021.  No phone calls please.  
 

Sonoma Resource Conservation District is an equal opportunity employer. Employment is based on 
qualifications and competency. We prohibit discrimination based on race, color, religion, religious creed 
(including religious dress and grooming practices), national origin, ancestry, citizenship, physical or mental 
disability,  medical condition (including cancer and genetic characteristics), genetic information, marital status, 
sex (including pregnancy, childbirth, breastfeeding, or related medical conditions), gender, gender identity, 
gender expression, age, sexual orientation, veteran and/or military status, and any other status protected by 
state or federal law.  
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