
 

 
 

 

LENRD PROGRAMS ASSISTANT 

AUGUST 2013 
                 

DUTIES and WORK PERFORMED 
 

 

NRD-NRCS Programs 
- Need to possess knowledge and understanding of all the NRD, NRCS and Other 

Partnering Agencies Programs 

- Answers and/or directs questions on all programs. 

- Assists producers and contractors filling out correct forms for the corresponding programs. 

- Fill out forms for all programs, cost-share forms etc. 

- Record, maintain and file all copies necessary for LENRD and NRCS offices. 

- Attend all training and telephone conferences for updated information on programs and 

complete required online trainings  

 

 PROGRAMS – Assist with the administering of the following programs 
  EQIP 

CRP – Conservation Reserve Programs (Regular & Continuous) 

CSP – Conservation Stewardship Program 

WRP – Wetland Reserve Program 

GRP – Grassland Reserve Program 

Filter Strips 

Riparian Buffers 

NE Buffer Program 

Farmable Wetlands 

CRP-MAP 

Planned Grazing 

Corners for Wildlife 

Cornstalk Nitrate 

NRD Forestry Cost-Share & Assistance Programs 

Grass Drill 

Irrigation Water Testing Program 

Flow Meters and Soil Moisture Probes 

No-Till Incentive 

Recreation Area Development Program 

Urban Assistance Program 

Community Forestry Incentive Program 

Soil Sampling Program  

Well Sealing Program 

Fish & Wildlife Service Partners Program 

Nebraska Game & Parks County Roadside Seeding 

Nebraska Game & Parks Wildlife Shelterbelt Program 

Nebraska Game & Parks Wetland Initiative Program 

WILD Nebraska 

 

 EQIP 

- Basically same work as above for CRP needs to be completed on all EQIP Contracts 

- Work with the Water Quality Team/NRCS from Norfolk on obtaining extra 

information they need for Livestock Waste Facilities; such as soil maps, 

owner/operator eligibility, crop history, etc. 

- Obtain all needed documentation for eligibility such as, but not limited to AD-1026, 

Adjusted Gross Income, Direct Deposit, DUNS Numbers 



 

 

 

 

 Conservation Reserve Program  (CRP) 

-     Discuss Options with participants for contract 

- Update files. 

- Prepare maps, soils and descriptions. 

- Produce plans and contracts on computer. 

- Assemble CRP plan for producer and office 

- Obtain contract signatures from landowners and operators. 

- Write up grass seeding sheet. 

- Type up NRD-100a cost share form. 

- Work with FSA on approval. 

- Devise CRP ledger and maintain for each signup period 

- Work with NE Game & Parks and Pheasant Forever on habitat recommendations 

 

 Conservation Stewardship Program  (CSP) 

- Produce material for mass mailing to all producers in the county. 

- Prepare maps, soils and descriptions, which is a big job as this includes everything 

that the producer operates. 

- Enter all information into Toolkit Program on computer. 

- Assist with Eligibility Requirements for program participants, similar to EQIP 

- Assemble CSP contract for producer and file. 

- Obtain contract signatures from landowners and operators. 

- Devise CSP ledger and maintain for each signup 

 

 Wetland Reserve Program (WRP) 

- Basically same work as above for CRP needs to be completed on all WRP Contracts. 

- Work with the Wetland Team on obtaining extra information they need for wetlands 

easements etc. 

 

 Average Costs 

- Gather average costs from construction jobs from the previous year’s bill & receipts 

- Enter data and figure averages on every practice 

- Select averages from Field Office, Area, and/or State Office 

- Submit figures to State Office 

- Enter figures into County Docket for FSA, NRD and State Office. 

- Upload average costs on computer program for Cost-Share on practices and contracts. 
 

 Status Reviews 

- Retrieve tracts and download data from NRCS State Office 

- Determine current owner/operators on tracts 

- Plot on map 

- Send out letters and schedule appointments to do reviews 

- Send out letters of results to landowners and operators. 

- Results to FSA & District Conservationist 

- Transmit all completed data to State Office 

 

 CRP Status Reviews 

- Prepare forms for 10% of all CRP Contracts 

- Send out copies to producers of results and needed signatures 

- Copies to FSA 

- Maintain ledger of CRP Status Reviews. 



 

 

 

 

 

 

 Livestock Waste Facilities 

- Gathers information on owner/operator names and address for NRD on Livestock 

Waste Facilities.  Obtain maps and confirm acres farmed.  Reports go to NRD and 

DEQ. 

 

 

 Trees 

- Knowledgeable on all programs available for trees; SIP, FIP, Renovations, etc. 

- Knowledgeable on tree varieties and suitability sites according to soils information 

and NRCS Specifications in Field Office Technical Guide 

- Obtains and write up orders for trees, weed barrier mulch, and mats.  Collect fees and 

mail orders to NRD. 

- Assist with tree plans, mail copies to producer, NRD, tree planter and maintain copies 

in NRCS office. 

- Type up appropriate cost-share forms. 

- Send tree forms and cost share forms to NRD for approval. 

- Plot all district tree plantings on maps for tree planter, NRD and NRCS. 

- Compose, type and mail correspondence to all producers with tree plantings for site 

prep and fall spraying. 

- Collect and maintain all files pertaining to tree program such as plans, bills, cost-

share items, etc. 

- Assure that tree planting have been certified for cost share payment. 

- Help with unloading of trees for hand plant distribution. 

- Present hand plant participants with form to receive hand plants, answer questions, 

provide handouts on hand planting, care, spray etc. 

- Notify all district plantings on the availability of fall spraying program.  

- Obtain list of participant’s name and addresses along with location plotted on a map 

to NRD and tree sprayer. 

 

 

 Cost-Share Programs 

- Knowledgeable of all cost share programs, practices, items, rates, etc.  

- Up keep of current County Docket for cost-share. 

- Keeping the computer updated with correct cost-share costs and practices. 

- Completion and typing of cost-share forms, state cost-share forms, contractors 

verification forms, etc. to NRD for approval. 

- Quality check of construction practices, especially terraces and waterways. 

- Certification of cost-share practices for payment to NRD. 

- Maintain ledger for tracking NRD cost-share requests. 
 

 

 No-Till Program, Cover Crops and Planned Grazing Programs 

- Sign-up potential producers for program 

- Prepare files, maps and appropriate forms and paperwork 

- Assist at two Area No-till Workshops each year. 

- Maintain a county map of all no-till sites in county 

 

 



 

 

 

 

 

 

 Irrigation 

- Flow Meters – Complete all paperwork and forms 

- Map all flow meters on county map 

- Coordinate with NRD for inspections 

- Certifying Irrigated Acres – Retrieve producer folder from FSA 

- Verify certification records and maps for each tract 

- Provide certifications and maps to NRD and producer 

 

 Program Activities 

- Enter Progress Reporting (PRMS) on computer for daily contacts and assistance to 

producers and walk-ins. 

- Create, edit and maintain all case files for all producers in the county. 

- Completes operating unit Reconstitutions including revising computer records and 

updating case files, including owner, operator, addresses, farm no., tract splits & 

combinations and acre changes and field boundary changes in ArcGIS  

- Recons of farm units transferring between counties. 

- Upkeep and correcting of plan maps. 

- Completes updates on farm plans and Highly Erodible and Wetland Determinations 

forms.  Prepares correspondence and determinations for Highly Erodible Land, Non-

Highly Erodible Land and Wetlands. 

- Update maps and records to prepare for HEL and Wetland Determinations.   

- Use of Topography Maps, Soil Maps, Wetland Maps, Flood Plain maps and FSA 

slides for HEL and Wetland Determinations. 

- Assists with the completion and procedures dealing with AD-1026, FSA 569, 

appeals, and complaints from FSA and producers. 

- Prepare and send out letters to owners and producers and FSA of results of AD-1026, 

FSA 569 and complaint requests. 

- Assist producers in filling out correct forms for all programs. 

- Assist with promoting all NRCS/NRD programs and answering questions to 

producers, contractors etc. 

- Assist area personnel, such as soil scientist, engineers, water quality team, etc.with 

any assistance or information they need. 

 

 Computer Systems 

- Knowledgeable of networking of all computers, server modems, patch panel, relay 

switches, hub, backups, etc. 

- Assists with administering new software packages, hardware and equipment on 

computers as well as all upgrades. 

- Assist other staff NRCS/NRD and FSA with computer problems as well as other 

offices. 

- Knowledgeable in all computer programs and software. 

- Knowledgeable in software programs to be able to prepare program contracts, plans 

and maps using ArcGIS, ArcView, Toolkit and Soil Data Viewer. 

- Ability to produce tables, reports, brochures, letters, and spreadsheets using the 

computer. 

- Knowledge of printers, plus shared NT printers, copier, scanner, fax, computer based 

phone system care and upkeep. 

 



 

 

 

 

 

 

 Field Office Administration 

- Serve as a receptionist for both telephone and personal contacts 

- Completes field office reporting and produce reports for such programs as PCMS-

Progress Reporting, vehicle reports, equipment reports, inventories, safety checks etc. 

- Create and maintains current lists of contractors, seed dealers, well drillers, 

Congressional lists, NRD Contacts and NRCS Contacts, etc. 

- Create letters on various programs and correspondence. Type and edit letters from 

others in the office. 

- Completes all ordering of office and computer supplies, equipment, flags, stakes, 

forms, etc.   

- Responsible for all incoming and outgoing mails. 

- Purchasing and maintaining postage needs for office from Stamps Postage Program 

- Performs Fire & Safety Reports 

- Maintains Vehicle Logs for NRCS 

- Prepare and submit documentation for monthly audit on vehicle purchases 

- Completes all office filing of correspondence, forms, reference material, plans, 

manuals, handbooks, bulletins, etc. 

- Prepares and maintains field office monthly schedules, including appointments and 

meetings. 

- Prepares and upkeep of marking board for status of construction jobs.  

- Prepares a monthly calendar schedule that is shared on Computer. 

- Coordinates site, time and agendas for local meetings, area staff meetings, work 

group meetings, producer meetings, etc. 

- Responsible for recording of minutes from staff meetings. 

- Write up and distribute minutes from meetings. 

- Accountable for all office machines, including copier, FAX, printers, phones, 

modems, etc. with their use, upkeep and repair. 

- Supervision of volunteers and WAE/NRD Conservation Aid.   

- Process all paperwork involving volunteers for NRCS and WAE/NRD technicians. 

- Maintains brochures and information available for all programs. 

- Maintains reference files on all publications and pamphlets for customers. 

- Assists with Outreach to Schools with NRCS/NRD information. 

- Schedule all radio spots for KTIC-AM 84 Radio Station NRCS reports every 

Saturday.  Schedule surrounding offices with schedule and guidelines for 

broadcasting. 

- Maintain a clean and attractive office. 

 

 

 

 Education Days  

              -    Assists with Land and Range Judging Contests, Wonderful World of Water,  

H20 Daze, Conservation Days, YMCA Outdoor Camp, Walk in the Woods and other 

related NRD sponsored events. 

 

 

 Soil Scientist 

- Perform duties for the Area Soil Scientist, gather maps, slides and other pertinent 

information for wetlands, HEL and wetland determinations, urban projects etc. 


