
 

CLEARWATER RESOURCE CONSERVATION AND 
DEVELOPMENT COUNCIL, INC. 

PO BOX 9576 • MOSCOW, ID 83843 • CLEARWATERRCD.ORG • (208) 883-4471 
 

REQUEST FOR QUALIFICATIONS 
CBYCC and RC&D Program Assistant 

Deadline: 5:00 p.m. PST March 1, 2018 

BACKGROUND AND INTRODUCTION 
The Clearwater Resource Conservation and Development (RC&D) Council, Inc. is a 501(c)3 nonprofit 
organization established and run by volunteer elected and civic leaders who plan and carry out projects for 
resource conservation and community development in Clearwater, Idaho, Latah, Lewis, and Nez Perce 
counties. The RC&D is currently seeking an experienced and energetic individual to assist with the 
operational management of the Clearwater Basin Youth Conservation Corps (CBYCC) as the Program 
Assistant for the 2018 season and provide general assistance to the RC&D on implementation of the 
Council’s outreach strategy. 

The CBYCC is a partnership effort that the RC&D sponsors on behalf of the Clearwater Basin Collaborative, 
the Nez Perce-Clearwater National Forests, and numerous other local, state, and federal organizations and 
agencies. A full summary of the CBYCC is attached. There is additional information about the CBYCC on the 
Clearwater Basin Collaborative website at clearwaterbasincollaborative.org and on Facebook at 
facebook.com/IdahoCBYCC. Information about the Clearwater RC&D Council is available at 
clearwaterrcd.org.  

This position is at least 30 hours per week from April 2–August 17, 2018. There may be an opportunity to 
increase hours as needed. Depending on availability and experience, the RC&D may consider an earlier 
start date on an as-needed schedule. Additionally, this position may be extended as a “soft money” position 
depending on performance and availability. This means that if the employee is successful at developing 
projects and obtaining additional funding sources, the RC&D would prefer to keep the position filled. 

CBYCC MISSION STATEMENT 
The youth program exposes youth to natural resource career opportunities and develops practical 
problem-solving skills while working alongside natural resource specialists on projects that restore aquatic 
and terrestrial habitat and promote healthy rural communities. A paid youth program offers local youth an 
opportunity to experience the forest in a work-place setting while also providing a fun learning 
environment and exposure to traditional skills. 

PROJECT LOCATION 
The RC&D office is located in Potlatch, Idaho, but this position offers an opportunity to work from home if 
approved. The CBYCC crews are based in Potlatch, Orofino, Pierce, Kamiah/Kooskia, and Grangeville. There 
is also a Wilderness Trail Crew based out of Powell and a resident crew at the Kelly Creek Work Center. The 
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Program Assistant will be required to meet with the RC&D staff and the CBYCC Program Manager in 
Moscow, Idaho as needed, but at least bi-weekly from April thru August. Duties during the CBYCC field 
season (June–August) will require travel to the crew locations on an as-needed basis. The Program 
Assistant will also be required to attend all RC&D Council meetings, which are typically held semi-monthly 
in Lewiston, Idaho. Additional outreach-related travel may also be required. 

QUALIFICATIONS 

Minimum Required Qualifications 
• Skilled in organizing resources and establishing priorities. 

• Experience coordinating and organizing meetings and/or special events. 

• Excellent interpersonal skills and experience working cooperatively in a team environment. 

• Excellent writing, grammar, and communications skills. 

• Skilled in developing program materials, including comprehensive reports and outreach 
materials. 

• Experience in public speaking. 

• Hold a valid driver’s license. 

• Prior experience working with teenage youth. 

• Must have a passion for inspiring youth and dedication to improving the quality of life in the 
Clearwater Basin. 

• Background check results satisfactory to the RC&D. 

Preferred Qualifications 
• Experience in managing projects and collaborating effectively with partners. 

• Experience working with and writing grants. 

• A 4-year degree in a natural resources or education field. 

• Familiarity with the Nez Perce-Clearwater National Forests. 

DETAILED DESCRIPTION OF DUTIES 

CBYCC Program Assistant 
• Help the CBYCC Program Manager and RC&D Executive Director with pre-season planning and 

logistical activities. 

• Assist in the review and update of program materials including the Safety Manual, field sheets, 
tailgate safety forms, etc. 

• Review current equipment inventory for each crew, develop purchasing request for additional 
equipment and PPE, and check-in equipment at the end of the season. 
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• Work with the program partners to set up and implement the weekly curriculum for each crew 
including last minute changes. 

• Assist the RC&D Executive Director with onboarding crew members. 

• Provide logistical coordination and assist at the pre-season youth/parent orientation meeting 
to be held in May or June. 

• Assist the crew leaders on coordination with weekly project leads. 

• Assist the crew leaders with logistical and emergency needs including personnel issues, 
equipment failures, etc. 

• Compile highlights from weekly crew leader reports to be shared with the CBYCC Program 
Manager. 

• Assist the RC&D Executive Director with communication and logistical support throughout the 
season. 

• Assist in the planning and implementation of an end-of-season BBQ or similar appreciation 
event to be held the last work week of the program. 

• Prepare a final summary report and PowerPoint presentation of the season to be shared with 
program partners. 

• Manage the CBYCC Facebook page and any other social media. 

• Develop program outreach and solicitation materials and help implement outreach strategy by 
visiting with potential partners, supporters, and/or donors. 

• Participate and take notes during program and partner planning meetings and debriefings. 

• Perform other duties as apparent, needed, or assigned. 

RC&D Program Assistant 
• Assist the RC&D Executive Director with implementation of the Council’s outreach strategy by 

developing outreach content and materials, establishing timelines, meeting with sponsors and 
partners, and soliciting new projects as directed. 

• Grant writing and research to help develop and fund new projects. 

• Develop and maintain a contact database. 

• Coordinate communication of RC&D news and events to Council members, sponsors, and 
partners. 

• Assist with board development activities. 

• Other duties as assigned in an effort to support outreach programs and projects. 

COMPENSATION AND WORK SCHEDULE 
The pay rate for this position is $16–$20 per hour, depending on experience. The is a three-quarter time 
position for at least 30 hours per week. The work schedule will allow for some flexibility but will be 
dependent upon project deadlines and activities. This is a temporary position ending August 17, 2018, with 
the possibility of continued employment depending on employee performance, funding, and staffing needs. 
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REQUEST FOR QUALIFICATIONS 
Please email a cover letter, resume, and at least 3 references to hr@clearwaterrcd.org by 5:00 p.m. on 
March 1, 2018. One example of writing or outreach materials where the applicant was the primary author 
is also encouraged, but not required. 

Review of qualification materials is scheduled to take place soon after the closing date. Applicants will be 
notified of their status within 2 weeks of the closing date. If you have questions regarding this Request for 
Qualifications, please contact the Clearwater RC&D Executive Director, Barbie Miller, at (208) 883-4471 or 
barbie@clearwaterrcd.org.  

TERMS  
This solicitation does not commit the Clearwater RC&D Council, Inc. to pay any costs incurred by the 
applicant in the preparation or presentation of RFQ materials, including any interview time and expense. 
All responses to this RFQ become the property of the RC&D. The content of all submitted materials will be 
kept confidential until the selection of the successful applicants is publicly announced. 

mailto:director@clearwaterrcd.org
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