o WINTER RIVER - TRACADIE BAY
Job Description: w”_» WATERSHED ASSOCIATION
Watershed Coordinator =" supporting The Watershed,

So It Can Support You

Accountability

The Coordinator is accountable to the Board of Directors of the Winter River - Tracadie Bay Watershed
Association (WRTBWA) for work assigned by the Board, including project applications and reports to
funding agencies; supervision of staff; field operations; financial management; liaison with landowners
and outside agencies; data collection and analysis; and public relations. The goals, objectives, and
strategies of the WRTBWA are further outlined in the Association bylaws and Watershed Management
Plan (WMP).

This position reports to the Board of Directors through the Board Chair and/or the chair of the
applicable committee of WRTBWA. Committee chairs then report back to the board chair.

Authority

The Coordinator acts under the authority of the WRTBWA Board in directing staff, or when speaking on
behalf of the WRTBWA. Coordinator may be called upon to be the spokesperson for the group for media
interviews such as CBC television or radio, or The Guardian newspaper. The board and/or the
communication committee will be informed of media interviews in advance and talking points may be
discussed.

General Duties
a) Planning (15%)

e Coordinate all aspects of watershed planning and enhancement as directed by the Board.
Different aspects of planning will come from different committees.

e Make applications for funding to government and other agencies. Seek funding opportunities
where the mandate of the fund aligns with at least one of the strategies from our WMP.
Complete required reports after project completion.

e Maintain an up-to-date list of projects and assist the Board to prioritize them.

b) Field Operations (45%)

e Carry out all field activities as outlined within funding contracts from all funding partners, and
ensure sufficient data is collected to report on these activities (ex. photos, GPS coordinates,
weight of material collected, number of trees planted per site).

e Deliver results on Watershed Management Plan goals, objectives, and strategies through field
operations.

e Supervise and complete prescribed in-stream and on-the-ground activities such as fish habitat
enhancement, tree planting, and removal of debris and garbage from waterways and riparian
areas.

e Supervise and complete prescribed data collection, primarily on water quality and quantity, and
soil quality, including tabulation and analysis.

e Manage all equipment, including purchasing, inventory, use, maintenance, and storage. Some
maintenance activities can be delegated to staff members.
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e Liaise with technical experts on watershed restoration activities, as required.
e Liaise with community residents and landowners to acquire landowner permission for access to
streams and adjoining land.

¢) Administrative Management (20%)

e Prepare monthly and annual reports as required by the Board. This includes monthly
coordinator’s report, annual financial reports, etc.

e Administer financial management and payroll under the supervision of the Treasurer, with
assistance from Field Supervisor.

e Maintain appropriate financial, personnel, and inventory records.

e Manage staff relations in accordance with applicable provincial and federal legislation

e Establish performance standards, assign duties, and supervise crews.

e Enforce safety rules in use of equipment, field operations, and public health guidance.

e Abide by the bylaws and policies of the WRTBWA.

e Participate in the recruitment and hiring of crew members.

e Prepare for and attend all Board and committee meetings.

d) Communications (20%)

e Communicate WRTBWA activities to watershed residents through social media, newsletters,
media relations, and/or any other medium deemed to be useful.

e  Work with landowners and residents to promote activities that support the goals of the WMP.

e Work with the WRTBWA Board and committee members to organize public meetings and
educational events (ex. snowshoe hike, tree planting events, AGM).
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