
 

 

Milk River Watershed Alliance (MRWA) 
Watershed Coordinator  

Position Description 
For the Phillips Conservation District 

 
The Milk River Watershed Alliance is a locally led organization of Conservation Districts 

working together to preserve, protect, and enhance the natural resources within the Milk River 

watershed, while maintaining the quality of life. 
 
 
Job Title: Milk River Watershed Coordinator. 
 
Accountable to:   Phillips Conservation District and the Milk River Watershed Alliance. 
 
Status:  The position will be part-time, averaging 20 hours per week.  However, hours 
and days of work may vary according to the needs of the MRWA and the employee. 
The employee will serve a six month probationary period.  Funding and continued 
employment for this position is based on grant funds. 
 
Position Location:  Office may be located within local conservation district office; 
however location of this position is negotiable, and may be allowed to work from home.  
 
General Position Purpose: 
The MRWA is a locally led organization of conservation districts working together to 
preserve, protect, and enhance the natural resources within the Milk River watershed, 
while maintaining the quality of life.   It is made up of five conservation districts (Glacier, 
Hill, Blaine, Phillips, and Valley) and various advisors. Coordinator is an advocate for 
improving natural resource conditions of the Milk River Basin through outreach, 
planning and project initiatives that meet the goals under the general direction of the 
MRWA Executive Board.   
 
Description of Duties, Responsibilities and Tasks: 
In order to move the Alliance towards it mission and goals, the duties and responsibilities of 
the coordinator will typically include serving as primary point of contact and liaison for the 
Alliance. The coordinator works closely with the chairman and the executive board and 
committees to conduct tours, and to provide educational material and workshops 
relevant to the watershed.   

 

1. Represents the Alliance on various federal, state, and other advisory groups: 

a) Attend local, state, regional, and federal level advisory group meetings, which 

may require extensive travel, both in state and out of state. 

b) Provide meeting agenda and necessary background information to Alliance 

members, appropriate work groups, and other stakeholders as necessary, prior to 

advisory group meetings. 

c) Confirm Alliance position and major talking points with Alliance membership prior to 

attending advisory group meetings. 

d) Provides written trip reports to Alliance members, appropriate work groups, and 

other stakeholders as necessary within two weeks after the meeting.   



 

 

e) Proactively seek committee or other assignments as necessary to accomplish 

Alliance goals and objectives. 

 

2. Serves as project manager for any and all projects implemented by the Alliance on the 

river corridor: 

a) Provides overall project management responsibilities. 

b) Manages Alliance grants, ensuring budgets, timelines, deliverables, in-kind match, 

and reporting requirements are met. 

c) Issues and administers grants for subcontracted work, including budgets, timelines, and 

deliverables. 

d) Works closely with the Alliance, advisors, and contractors to ensure progress of the 

projects. 

 
3. Coordinates the administrative affairs of the Alliance: 

a) Organizes meetings, arranges for speakers, sets agendas, and organizes reports to 

obtain cooperation, secure technical assistance, or other input necessary to further the 

Alliance's goals and objectives. 

b) Responsible for recording and distribution of meeting minutes. 

c) Drafts policies, procedures, agreements, and correspondence from information and 

guidelines provided by the Alliance for approval at Alliance meetings. 

d) Initiates and receives communications with clientele to obtain or clarify information 

necessary to complete work assignments in support of the Alliance and respond to 

client inquiries. 

e) Drafts budgets from information provided by the Alliance and subcommittees for 

approval at Alliance meetings and monitors budgets providing status reports at 

meetings. 

f) Attends CD and other meetings to provide updates on Alliance objectives, study 

progress, and plans. 
 

4. Develops, implements, and documents work plans. 

a) Update and enters documents and work plans into the website. 

b) Initiates the implementation of the Alliance's work plan, which may include securing 

landowner permission, soliciting requests for proposals, drafting contracts, developing 

and maintaining a website, coordinating technical support, conducting literature 

searches, or compiling baseline information. 

c) Helps the Alliance develop plans to implement projects that maintain, improve, 

enhance, or otherwise benefit the Milk River through various existing programs. 
 

5. Researches funding sources and prepares grant proposals and reports. 

a) Identifies funding through private, local, state, or federal funding sources to implement 

Alliance projects or studies. 

b) Writes grant proposals to meet the Alliance's funding needs. 

c) Manages grants that have been received/awarded to the MRWA.  

d) Monitors financial expenditures and ensures progress reports are submitted according 

to the stipulations set forth in the Alliance's grants. 
 



 

 

6. Generates and disseminates correspondence, news releases, advertisements, and 
educational materials. 

a) In cooperation and coordination with individual CDs, plans and conducts tours of the 

river or Alliance projects to educate individuals and organizations on relevant river 

issues. 

b) With Alliance chair guidance and approval, develops news releases, notices, and 

advertisements to inform the public of the Alliance's activities and opportunities to 

participate in meetings or other educational efforts. 

c) Develops educational materials for schools, local organizations, CDs, and landowners 

and presents it in a meaningful manner. 

 

7. Answers requests for information in written and verbal formats. 

 

8. Work with State Legislators and Congressional offices to gain support of Alliance efforts. 

 
9. Performs other duties, from time to time, at the discretion of the Alliance. 

 

Supervision Received:  The MRWA meets quarterly to review progress, make decisions, 

and refine and revise goals and objectives.  The coordinator must act independently with 

limited guidance from the Board.  The coordinator is responsible for gathering input and 

direction from the Board, but makes decisions about how to proceed with the work plan. 
 
 
Knowledge, Skills and Abilities:  The Coordinator shall be proficient in the following: 
 

 Knowledge of environmental science, natural resource management, or western 
watershed resource issues. 

 Self-starter, ability to work independently. 

 Grant writing and contract administration skills. 

 Ability to develop and maintain effective working relationships with stakeholders. 

 Knowledge of collaborative and facilitative processes. 

 Oral and written communication skills. 

 Computer use for word processing, spreadsheets, power point, and databases. 

 Ability to organize and present data. 
 
Qualifications Required: 
The Coordinator must possess excellent consensus building and communications skills.  
It is preferred that the coordinator possess a minimum of an Associates of Science or 
higher degree in a natural resource or environmental science field, or equivalent.  The 
Coordinator should have an interest in the issues affecting rural people and the 
watershed’s natural resources.  Experience in grant writing and fund raising is required.   
 
Qualifications Desirable:  Strong knowledge of river resources management issues and the 
role of the CDs in these issues.  Training and/or experience in consensus building are 
desired. Also desirable is experience with watershed-type organizations. 
 
 
 



 

 

Terms of Employment: 
The Coordinator will be hired as an employee of the Phillips Conservation District.  As 
Coordinator for the Milk River Watershed the employee can expect travel within the 
counties of Hill, Blaine, Phillips, Glacier and Valley Counties.  Occasional out of state 
travel as well as occasional in state travel may be required 
 
Travel:  The Coordinator must have transportation, a valid driver’s license and proof of 
vehicle liability insurance.  Travel will be required within the five Counties of Valley, 
Phillips, Blaine, Glacier and Hill Counties.  The employee will be reimbursed for travel 
expenses and mileage at the State reimbursement rate.   
 
Compensation:  Wages in the range of $14-$16/hour depending on qualifications.   
 
Benefits:  

 Paid state holidays 

 Vacation and sick leave 

 Group Medical Benefits 

 Public Employees Retirement 
 
 


