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POSITION: 


Administrative Officer III (#11-2247-001)



Coastal Training Program Aide




Contractual - NO BENEFITS

HOURLY RATE:

$18.29 (Salary equivalent $31,153)
LOCATION:

Annapolis, MD
CLOSING DATE: 
 
December 13, 2010

POSITION DUTIES:  The Department of Natural Resources, Watershed Services Unit is currently accepting applications for a full-time long-term contractual Administrative Officer III.  This position is based in Annapolis, MD and is responsible for helping to run the Chesapeake Bay National Estuarine Research Reserve (CBNERR) Coastal Training Program.   The work involves interpretation and application of complex plans (such as the Coastal Training Program work plan) and administrative policies; implementation of operational programs and procedures; coordination of administrative processes; and participation in planning processes.  Specific responsibilities include conducting registration, writing and preparing workshop training and promotional materials, arranging workshop/meeting logistics, providing web content, orchestrating and facilitating meetings, populating databases, conducting tracking, ordering materials, etc.  Occasional overnight travel is required.  
The mission of CBNERR is to improve coastal resource management by increasing scientific understanding of estuarine systems and making estuarine research relevant, meaningful, and accessible to managers and stakeholders.  The Coastal Training Program provides trainings primarily to county and municipal officials, but also to federal and state coastal managers, community and watershed associations, homeowners, business owners/managers, and others.  CBNERR is one in a network of 27 reserves around the U.S. and its territories that make up the National Estuarine Research Reserve System. 
MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Education:
Possession of a bachelor's degree from an accredited four-year college or university.

Experience:
Three years experience in administrative or professional work.
Notes:     1.
Candidates may substitute additional experience in administrative staff or professional work on a 


year-for-year basis for the required education.
2. Candidates may substitute additional graduate level education at an accredited college or 

university at the rate of 30 semester credit hours for each year of the required experience.

PREFERENCE:   Knowledge of Chesapeake Bay ecology and/or policy issues and familiarity with local 


       government structures are preferred but not required.  

LICENSES, REGISTRATIONS AND CERTIFICATES:

Employees in this classification may be assigned duties which require the operation of a motor vehicle.  Employees assigned such duties will be required to possess a motor vehicle operator’s license valid in the State of Maryland.

SELECTION PROCESS:  Please make sure that you provide sufficient information on your application to show that you meet the qualifications for this recruitment.  Applicants who meet the minimum qualifications will proceed to the next phase of evaluation.  Report all experience and education that is related to this position.  Relevant college courses should be listed on the application.  Please sign and date your application in the two provided areas of the MS-100.  Failure to sign and date your application will result in the disqualification of your application. 


TO APPLY:  Please submit a Maryland State Employment Application (MS-100) for this position,
including the announcement number.  Resumes will not be accepted in lieu of completing the application;
applications must be completed in full.  Information must be received at the address below by 5:00
p.m. on the closing date.  Applications sent by fax will not be accepted.  The Human Resource
Department is not responsible for applications sent to any other address.  Sending the application to a
different address will result in not being considered.

MARYLAND DEPARTMENT OF NATURAL RESOURCES 
HUMAN RESOURCE SERVICE, C-3 
580 TAYLOR AVENUE 
TAWES STATE OFFICE BUILDING 
ANNAPOLIS, MD 21401 
ATTENTION: Caroline Asher

TTY (410) 260-8835 

Applications are available by calling 410-260-8070 or at www.dbm.maryland.gov or www.dnr.state.md.us
The State of Maryland is an Equal Opportunity Employer
Tawes State Office Building – 580 Taylor Avenue – Annapolis, Maryland 21401

410-260-8DNR or toll free in Maryland 877-620-8DNR – www.dnr.maryland.gov – TTY Users Call via the Maryland Relay


