
FOREST COUNTY 

JOB DESCRIPTION 
 

POSITION: 

REPORTS TO: 

CLASSIFICATION: 

Conservation District & Planning Technician/DGLVR 

County Commissioners 

Part Time (less than 30 hours/week) 

POSITION OVERVIEW: 

To assist the Conservation District and Planning Department Director and the 911 Coordinator in many of the duties 

required in those departments, along with learning the Devnet software and the general basics of the tax office in 

order to assist where needed in the office. 

 
EDUCATION/EXPERIENCE: 

Any combination equivalent to education and experience that provides the required skill and knowledge is qualifying. 

High school degree (or a GED) or any level of higher education along with prior work experience is necessary. Must 

have good working knowledge of computers, be a good communicator and be able to work with the public. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

a. Assist the Executive Director/Manager of the Conservation District (ED) and remain briefed on 

all programs and activities of the Departments. 

b. Assist the ED with the Forest County Dirt, Gravel and Low Volume Road Program. 

c. Complete program certification with Penn State's Environmentally Sensitive Maintenance Training, 

attend annual training and other relevant trainings to maintain certification and keep apprised of all 

changes in the program. 

d. Familiarization of the Erosion and Sediment Pollution Control Program in order to possess a 

working knowledge of state regulations. 

e. Assist the Manager with maintaining financial allocation spreadsheets, manage contracts with the 

municipalities, coordinate advancements and final payments of all projects, maintain financial 

records in project files, provide quarterly reporting, and all other necessary information through 

GIS database. 

f. Assist the ED with providing technical assistance to municipalities in developing site plans or 

request assistance from the Center for DGLV as needed. 

g. Assist the ED with processing applications when submitted including verifying eligibility, organize 

and prepare for ranking. 

h. Assist the Quality Assurance Board (QAB) with project ranking and any other pertinent information 

they may require for decision-making within the program. 

i. Assist the ED with all aspects of assistance to the municipality with their pre-construction meetings, 

on-site inspections during stages of project construction, and photographing of progress. 

j. Provide educational opportunities to municipal officials and contractors in various capacities as 

requested. 

k. Assist the ED with coordination and verification of the Driving Surface Aggregate (DSA) 

sampling/testing prior to the DSA placement and quality assurance and working with quarries on 

the Program's certification process. 
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I. Assist the ED with assisting the municipalities with better understanding of proper and preferred 

road maintenance techniques and inspect past projects to check for implementation of these 

techniques. 

m. Attend monthly Board Meetings to update the Board on activities. 

n. Assist the ED in taking the Minutes during monthly Board Meetings and whatever administrative 

assistance is needed. 

o. Work with the ED and Forest Area Schools on environmental education programs to prepare 

students for the Envirothon and/or Junior Envirothon. 

p. Assist with the Forest Area Envirothon. 

q. Obtain basic understanding of the Tax Claim Department and Devnet software in order to research 

data for taxpayers and accept payments from taxpayers when needed. 

r. Obtain a basic understanding of the Assessment Department and Devnet software in order to assist 

taxpayers with property searches and questions. Become proficient in maps and subdivision maps 

as a direct link to GIS mapping. 

 
WORK ENVIRONMENT/PHYSICAL STANDARDS: 

The work environment and physical standards are representative of those an employee encounters while 

performing the essential functions of this position. 

 
While performing the duties of this job, the employee must possess the ability to record, convey and present 

information. Must be able to sit/stand for long periods of time throughout the workday with intermittent walking, 

bending, reaching and occasional lifting/carrying objects up to forty pounds. Must be able to pay close attention 

to detail and concentrate in an often busy, active office. Work environment is a clean, climate-controlled office 

setting with moderate noise. 

 
Work requires a valid Pennsylvania driver's license and reliable transportation. The position requires periodic travel 

with exposure to elements. Must be able to traverse uneven ground and have the ability to navigate around the 

County to address properties. 

 
This job description should not be construed to imply that these requirements are exclusive standards of this 

position. Incumbents shall follow other instructions and perform other duties as may be required. 
 

Signature:   

Supervisor Signature:  _ 

Date:  _ 

Date:  _ 

 

 

 
 

Created 8/30/23 

In compliance with the Americans with Disabilities Act, the Employer will provide reasonable accommodations to 

qualified individuals with disabilities and encourages both prospective employees and incumbents to discuss 

potential accommodations with the Employer. 


