CITY OF ELKHART – JOB DESCRIPTION
	OFFICE OF 


	Public Works
	POSITION 


	Environmental Intern

	DIVISION


	Environmental Division of Public Works
	STATUS  
	Full-time Temporary

	CATEGORY  
	30-40 hours per week

$ 7.45/Hour

Some weekend and evening work required.
	FLSA  
	Non-Exempt

	REPORTS TO  
	Environmental Ctr. Supervisor

	DATE
	March 2010

	Deadline to Apply:   April 30th or until filled


	JOB SUMMARY
	To assist with maintenance, restoration and environmental education programs at the Elkhart Environmental Center and various sites.

	

	PRINCIPAL DUTIES AND RESPONSIBILITIES
	· Assist with development and teaching of summer camp and environmental education programs.

· Organize and present public programs and community outreach during the summer months. Including assisting with EnviroFest, River Cleanups, and more.
· Help publicize events through creation and delivery of event calendars and posters.

· Assist with restoration of site through invasive species removal as well as maintenance by maintaining rain gardens, trail maintenance, building maintenance, and other upkeep.
· Assist with answering phones and visitor questions as needed.
· Assist with weekend events and cabin hosting on Saturday afternoons, as well as leading and guiding volunteers.

	

	OTHER DUTIES AND RESPONSIBILITIES


	· Ability to work independently and as a team to complete assigned projects.
· Effectively communicate with the public in answering questions relating to environmental concerns.

· Creative thinking in assisting in the presentation of environmental educational information.

· Logical or scientific thinking to solve problems.

	

	EDUCATION AND EXPERIENCE
	· Working towards or having a Bachelor’s Degree in an environmental field is preferred.

	

	KNOWLEDGE, SKILLS,  AND ABILITIES
	· Ability to communicate, and work effectively with City employees and departments, the public, and volunteers.

· Ability to explain general environmental concepts to the public.

· Ability to work independently.

· Ability to operate basic office equipment.

	

	PHYSICAL, MENTAL, AND VISUAL SKILLS
	· Ability to read, write, interpret, and verbally give or demonstrate work instructions. 

· Ability to lift 40 pounds.

· Ability to prioritize the workload. 

	

	WORKING CONDITIONS
	· Employee is required to work in diverse inside and outside situations. 

· Evening and weekend activities are will be assigned.

	

	DRUG TEST REQUIRED
	The City of Elkhart is a Drug Free Workplace.  Therefore, a post offer, pre-employment drug screen is required.  Random drug testing may be conducted after employment.

	
	

	POLICY STATEMENT


	· The incumbent is required to possess the knowledge, skills, and abilities, and the physical, mental, and visual skills described in this job description to perform the principal duties, responsibilities and essential job functions.
· This job description is intended to describe the general nature and level of work being performed by the incumbent.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance of this job and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of this job.

· This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any other job-related duties as requested by the Mayor.  All requirements are subject to possible modification to reasonably accommodate individuals with a disability.


Please send cover letter and resume to:

City of Elkhart Human Resources
201 S. 2nd St.
Elkhart,  IN  46514
Phone:  574-294-5471
EMPLOYEE SIGNATURE
I have read and understand all of the above.  I have reviewed the duties and responsibilities for which I am responsible, as well as the minimum requirements of this position, with my supervisor.  I understand that this document does not create an employment contract, and the above declarations are not intended to be an “all-inclusive” list of the duties and responsibilities of the job described.  Rather they are intended only to describe the general nature of the job.

	EMPLOYEE
	
	DATE
	

	DEPT. HEAD APPROVAL
	
	DATE
	

	HUMAN RESOURCES DIR.
	
	DATE
	


