ACQUISITION & PLANNING SPECIALIST

DEFINITION

Under general supervision of the Conservation Fund Manager, provide support to both the Land Acquisition and Administration (Planning) divisions of the Land and Water Resources Department. Will assist in implementing the County’s Park and Open Space Land Preservation objectives and implement the Conservation Fund Grant Program. Tasks will primarily include acquisition support, park planning and development support, grant writing, grant administration and ArcGIS mapping and perform related work as required.
EXAMPLES OF DUTIES

Coordinate maintenance and basic development of newly acquired lands: prepare appraisal bid packages; draft conservation and trail easements; prepare baseline documentation for conservation easements; prepare ArcGIS maps and other exhibits for land purchases; prepare all base maps/plans for park planning in ArcGIS; 
draft detailed site development plans in EaglePoint; assist with preparation of park master plans;
prepare State, County and local permits for park development projects; prepare material and cost estimates for park development projects; prepare requisitions for park development projects; coordinate material deliveries and subcontractor services for park development;  projects work with donors on park development projects. Prepare guidelines, application materials and reimbursement procedures for park acquisition and development grant programs; work with potential grant applicants on project development; compile and tabulate expenses, time and materials for grant reimbursements; prepare grant applications for acquisition and development projects; prepare and post meeting notifications; prepare PowerPoint presentations and other graphics; prepare and distribute meeting minutes and agendas; prepare and/or edit land acquisition and planning reports, including word processing, spreadsheets, and layouts.

Education and Experience: Any combination of training and experience equivalent to a Bachelor of Science degree in Landscape Architecture, Natural Resources, Urban and Regional Planning or Related Field, with one year of Grant writing and/or administration, Real Estate Acquisition experience.

License: Real Estate Salesperson or Brokers License desired

Knowledge, Skills and Abilities:  Knowledge of ArcGIS/ArcView; knowledge of EaglePoint or AutoCAD is desired; knowledge of the principles in land rights and real estate; knowledge of eminent domain real estate acquisition; knowledge of grant writing and grant administration; knowledge of real estate documents; knowledge of the general principles of landscape architecture, natural resource management and conservation; knowledge of park and trail facility planning and development; exceptional oral and written communication skills; report writing and graphic reporting skills; computer skills, including word processing and spreadsheets; and ability to work with a wide variety of people. 

Special Requirements: Work involves seventy-eighty percent office, twenty-thirty percent in the field.   May need to provide own transportation to perform work related duties when county transportation is unavailable. Attendance at night meetings may be required.  
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