KENDALL COUNTY FOREST PRESERVE DISTRICT

MEETING AGENDA
TUESDAY, MAY §, 2020
6:00 P.M,
KENDALL COUNTY BOARD ROOM
I Call to Order
II. Pledge of Allegiance
II1. Invocation
IvV. Roll Call
V. Approval of Agenda
VI Public Comments
CONSENT AGENDA
VII.  Approval of Minutes
e Kendall County Forest Preserve District Commission meeting on April 21, 2020
VIII.  *Approval of Claims in the Amount of $14,541,38, which Sum Includes the Total for Claims Run 043020F ($14,230.78) Plus
an Additional $310.60 for Konica-Minolta Copier Lease Agreement Charges Posted to the 041520F Claims Run
OLDB S
No Items Posted for Consideration
NEW BUSINESS
IX. MOTION: Approval of Change Order #1 for D. Construction, Inc. for Proposed Changes to the Scope of Work for the
Pickerill-Pigott Forest Preserve - Fhase 1 OSLAD Development Project for a Total Amount Not-to-Exceed $63,693.00,
including Installation of a Picnic Shelter Electrical Service Line ($8,370.00); Asphalt Surfacing of the Entry Drive Approach
and Parking Area ($39,690.00); Asphalt Surfacing of the Pickerill House Entry Lane ($14,769.00), and Concrete Surfacing for
the Dumpster Enclosure ($864.00)
X MOTION: Approval of the Revised Ellis Equestrian Center Program Cootdinator Position Description
XI. MOTION: Approval of the Ellis Equestrian Center Coordinator Assistant Position Description
XII. Executive Session
XIII.  Other Items of Business
¢ KCFPD COVID 19 (Coronavirus) Response Updates
s  Notice of Meeting Cancellations Extending Through May 30, 2020
o  Planning and Advisory Committee Meeting of May 26, 2020 at 6:00 PM
o  Finance Committee Meeting of May 28, 2020 at 6:00 PM
XIV.  Public Comments
XV. Adjournment

{*) Requires affirmative vote of the majority of those elected (6) for passage (KCFPD Rules of Order Section G.2.b.v.a)

Kendall County Board Room - 111 W. Fox Street - 2 Floor - Yorkville, Illinois 60560

If spectal accommodations or arrangements are needed to attend this District meeting, please contact the Administration Office at 630-553-4025 a

minimum of 24-hours prior to the meeting time.



To: Kendall County Forest Preserve District Board of Commissioners
From: David Guritz, Executive Director

RE: May 5, 2020 Commission Meeting Agenda [tems Summary
Date: May5, 2020

Consent Agenda

The claims amount total includes approval of two claims for the prior run for Konica-Minolta copier
charges (highlighted) that were not included with the claims list and total presented at the April 21,
2020 meeting.

New Business
Pickerlll-Pigott Forest Preserve — Phase | OSLAD Development Project ~ Approval of Change Order #1

The IDNR - Office of Grants Management has pre-approved the proposed Change Order #1 as discussed
at the Commission meeting on April 21, 2020. District staff recommends formal approval of the change
order as presented In the Commission meeting packet.

Ellis Equestrian Center Program Coordinator and Coordinator Assistant Position Descriptions

District staff recommends approval of the two position descriptions. Nicole Pullara, Equestrian Center
Program Coordinator is resigning from the District effective June 1, 2020.

Ellis Equestrian Center has grown into a 7-day per week operation.

The Equestrian Center Program Coordinator position description has been updated to accurately reflect
current administrative, clerical, and supervisory responsibilities for the position. This is not a new
position. An internal employee will be promoted into this position.

The Equestrian Center Coordinator Assistant position description is a modified Horsemanship Instructor
position that has been expanded to include clerical support duties needed to cover Equestrian Center
operations when the Program Coordinator is not present. This is not a proposed headcount increase.
An internal employee will be promoted into this new position.

The internal promotions will be budget neutral, with position offer letters extended this week.
Other Items of Business
KCFPD = COVID 19 (Coronavirus) Response Updates

¢ All District services and facility rentals have been cancelled through May 31, 2020.

o Sliver Springs State Park opened on Friday, May 1, 2020. After consulting with President
Gilmour, Hoover Forest Preserve was re-opened to weekend vehicular traffic, with District staff
actively monitoring attendance during peak hours of operation {noon to 5 pm) this past
weekend. District staff will continue to actively monitor attendance on warmer-weather
weekend days, and close the vehicular access gate as necessary during those times that visitors



exceed parking lot capacity by 60%. The gate will be staffed to allow visitors to exit the
preserve, and to reopen the gate once visitation falls under total capacity.

¢ The District is beginning to develop a plan for the re-opening of preserve washrooms, program
services, and facllity rentals. This plan will need to be informed by the post-May 31, 2020 State
of lilinois soclal distancing requirements (TBA). Re-opening of washrooms and services may be
impacted If the shelter-at-home timeframe is extended past May 31, 2020.

e Committee meetings extending May 15 through May 31, 2020 have been cancelled. Press
notifications will be sent out this week.

» A supply of face masks has been secured and distributed to District staff members in order to
comply with the Kendall County Chairman and State of lllinois Governor’s orders for social
distancing in District/County buildings.

Other Updates

The Fox River Bluffs Cropland Conversion Project has been completed. 31,000 trees and shrubs were
installed, along with prairie seed mix, and cover crop. The trees and shrubs are beginning to leaf out,
and the spring oats cover crop is off to a good start.

District staff will be turning attention to completing the Hobbit tunnel project by the end of the month.

Kendall County Highway Department reported that the Eldamain — Phase || ROW centerline markers
placed near Hoover Forest Preserve were removed shortly after installation.

District staff are reporting increased encroachment trall use by equestrians. All trail markers are in
place, but are belng ignored by certain riders. The Trail Welcome Center will be completed in June and
include notification of consequential actions the District will take to address Impacts to natural
resources should encroachment continue.

Respectfully submitted,

David Guritz, Director



To:  Kendall County Board of Commissioners
From: Marty Vick, Farm Manager
Kris Mondrella, Therapeutic Riding Program Director
RE: Eliis House and Equestrian Center Updates
Date: May 5, 2020
General Updates:

Here is a list of projects that have been completed by staff of the Ellis House and Equestrian Center:

. Removing gravel from driveway

. Re graveling the driveway

. Fixing and putting up new fences

. Clearing out lime lots and adding lime

. Power washing the barn aisles, mats and walls

. Organizing the storage barn

. Working with horses an ground manners

. Wrlting an re-opening plan

. Painting and adding lime to the outside wash rack

) Miscellaneous outside improvements

° Putting in a concrete pad for manure storage

- Repairing and replaces concrete apron around outside bathrooms
. Cleaning up landscape around house and installing hardwood mulch
. Fill in top soll over septic field and reseeding

. Repairing fences and replacing boards

» Adding electric fence to Ellis horse lime-lot

. Repairing and replaces boards on bridge

° Flattening the rough ground In pastures with roller then mowing



To:  Kendall County Board of Commissioners

From: Emily Dombrowski, Environmental Education Programs Manager
RE: Education Department Program Updates

Date: May 5, 2020

General Updates:

The Education Department cancelled all programs through the end of the May. Instead of programming,
staff have been helping with many projects at the preserves and from home.

Here is a list of projects that have been completed by staff of the Education Department:
-Cut and burned honeysuckle at Hoover Forest Preserve
-Participated in prairie burns

-Planted 31,000 trees at Fox River Bluffs {this included some staff walking over 76 miles over the span of
8 work days)

-Printed and posted Covid-19 updates for the public at preserves and online

-Continued to interact with students from the Natural Beginnings Early Learning Program through Zoom
meetups

-Continued to interact with school and program participants by sending them activity packets

~Continued to keep a very active presence on all social media accounts (the Education Department page
now has 2,030 followers)

-Gathered up to date teacher emails for marketing next year

-Participated in online zoom webinars for professional development

-Developed new school curriculum offerings for next year

-Cleaned and Sanitized Laws of Nature Museum

-Continued to provide animal care to ambassador animals

-Chalked positive messages at the preserves to spread encouragement while people are out

-Ordered and picked up sanitization products and PPE for all district staff



Kendall County Publlic Comment Form g

Meeting Date Meeting Name j;hwm;ol.m_: ot
May 5, 2020 Kendall County Forest Preserve Commission

Mame Daytime Phone

Brandon Beerup 630-818-6876

Organization

Follower of Jesus Christ & Local Citizen

Address

sandwich rorkville
Plginflesd

Esri, HERE, Garmin, SafeGraph, FAD, METI/NASA, USGS, EPA, ... Powered by Esri

Comment Type
Provide testimony/public comment

Subject
Millbrook Bridge demolition and resistance

Comment

it has come to my attention that the board has approved nearly $500,000 to
destroy the Millbrook bridge this summer., If the board can muster up that
sum to destroy, It can also find the money to save it. This county milks us for
some of the highest taxes in the nation, yet is still broke. But when you do
find money, you put this great amount towards destruction instead of
preservation. Surely you officials cannot be so hamfisted in your leadership
as this. At least Mr. Kellogg in his lone dissent had the sense to think of



Kendall County Public Comment Form mmu

ofF

future generations. Though | am relatively poor and anonymous, | wouIcL 1.,',1“';

alert you to expect popular resistance against this destruction. You can

either gain love by rescinding your contract with D Construction, or gain

notoriety to see citizens show up against your efforts. Are you aware 1,500

people have signed a petition to this effect?

https://www.change.org/p/kendall-county-forest-preserve-district-save-the-

old-millbrook-bridge-6d5e011e-bcec-417b-aa40-09b26a67c390



DRAFT FOR COMMISSION APPROVAL: 05-05-2020

KENDALL COUNTY FOREST PRESERVE DISTRICT
COMMISSION MEETING MINUTES

APRIL 21, 2020

R Call to Order

President Glimour called the meeting to order at 10:52 am In the Kendall County Board Room.
IIl. Pledge of Allegiance
All present recited the Pledge of Allegiance.

1. Invocation

Commissioner Prochaska offered an invocation during the Kendall County Board meeting.

IV. RollCall
X | Cesich (Remote} X | Gryder
X | Flowers (Remote) X | Hendrix (Remote)
X | Gengler {(Remote) X | Kellogg (Remote)
X | Giles (Remote) X | Prochaska (Remote)
X | Gilmour (Remote) X | Vickers (Remote)

Commissioners Cesich, Flowers, Gengler, Giles, Gilmour, Gryder, Hendrix, Kellogg, Prochaska, and
Vickers were all present.

V. Approval of Agenda

Commissioner Prochaska made a motion to approve the Commission meeting agenda as amended
(Item X considered for discussion purposes only). Seconded by Commissioner Vickers. Aye, all.
Opposed, none.

VI. Public Comment

No public comments were offered from those in attendance.
CONSTENT AGENDA

Vil. Approval of Minutes
* Kendall County Forest Preserve District Commission meeting of April 7, 2020

Director Guritz presented minutes for approval from the Kendall County Forest Preserve District
Commission meeting of April 7, 2020,



DRAFT FOR COMMISSION APPROVAL: 05-05-2020

Viil. Approval of Claims for an Amount Not-to-Exceed $35,059.16
Director Guritz presented the claims listing for a total amount not-to-exceed $35,059.16.

Commissioner Vickers made a motion to approve the consent agenda. Seconded by Commissioner
Kellogg.

Motion: Commissioner Vickers
Second: Commissioner Kellogg
Roll call: Consent Agenda

Aye Opposed Commissioner Aye Opposed Commissioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
Present | Giles X Prochaska
X Gilmour X Vickers

Motion approved 9:1, with Commissioner Giles voting as present only due to audio
technical difficulties.

OLD BUSINESS
No agenda items posted for consideration.

NEW BUSINESS

IX. MOTION: Approval of the Submission of the Upland Design, Inc. Change
Order Bulletin #1 to the lllinois Department of Natural Resources — Office of
Grants Management for Pre-Approval of Proposed Changes to the Scope of
Work for the Pickerill-Pigott Forest Preserve: Public Access — Phase | OSLAD
Development Project

Commissioner Gengler made a motion to approve the submission of the Upland Design, Inc.
change order Bulletin #1 to the lllinols Department of Natural Resources — Office of Grants
Management for pre-approval of proposed changes to the scope of work for the Pickerlil-Pigott
Forest Preserve: Public Access — Phase | OSLAD development project. Seconded by Commissioner
Gryder.



DRAFT FOR COMMISSION APPROVAL: 05-05-2020

Motlon: Commissioner Gengler
Second: Commissioner Gryder
Roll call: Pickerill-Pigott Phase | OSLAD- Bulletin #1 Submission for IDNR Pre-Approval

Aye Opposed Commissioner Aye Opposed Commissioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
Present | Giles X Prochaska
X Gilmour X Vickers

Motion approved 9:1, with Commissioner Giles voting as present only due to audio
technical difficulties.

X. MOTION: Approval of the Mark and Assoclates, P.C. FY19 Audit Report for
the Kendall County Forest Preserve District

Tanya Mack with Mark and Associates, P.C. presented the District’s FY19 audit report to the
Kendall County Forest Preserve District Board of Commissioners for discussion purposes only.

Xl. MOTION: Approval of an Amendment to Farm License Agreement #18-01-
001 with Kyle Connell of Morris, lllinols Allowing the Licensee to Exercise an
Option to Convert All or Portions of the Leased Farm Fields over to Hay
Production with a Base Rent Increase to $220.00 per Acre for Each
Converted Acre

Director Guritz presented a proposed amendment to farm license agreement #18-01-001 with
Kyle Connell of Morris, llinois allowing the licensee to exercise an option to convert ail or
portions of the leased farm fields over to hay production with a base rent increase to $220.00
per acre for each converted acre.

Commissioner Hendrix made a motion to approve an amendment to farm license agreement
#18-01-001 with Kyle Connell of Morris, lllinois allowing the licensee to exerclse an option to
convert all or portions of the leased farm fields over to hay production with a base rent

increase to $220.00 per acre for each converted acre. Seconded by Commissioner Prochaska.



DRAFT FOR COMMISSION APPROVAL: 05-05-2020

Motion: Commissioner Hendrix
Second: Commissioner Prochaska
Roll call: Farm License Agreement #18-01-001 — Proposed Amendment

Aye Opposed Commissloner Aye Opposed Commissioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
Present | Giles X Prochaska
X Gilmour X Vickers

Motion approved 9:1, with Commissioner Giles voting as present only due to audio
technical difficulties.

XH. MOTION: Approval of a Farm License Agreement #20-03-001 with Nate Fazio

of Yorkville, lllinois for Hay Production at Baker Woods Forest Preserve,
Including Provislons for the Sale of District Surplus Hay based on Market
Pricing and $0.50 per Small Bale Storage and Delivery Fee

Director Guritz presented an approval of a farm license agreement #20-03-001 with Nate Fazio
of Yorkville, lllinols for hay production at Baker Woods Forest Preserve, including provisions for
the sale of district surplus hay based on market pricing and $0.50 per small bale storage and
delivery fee.

Commissioner Flowers made a motion to approve a farm license agreement #20-03-001 with
Nate Fazio of Yorkville, Illinois for hay production at Baker Woods Forest Preserve, including
provisions for the sale of district surplus hay based on market pricing and $0.50 per small bale
storage and delivery fee. Seconded by Commissioner Gengler.

Motlon: Commissioner Flowers
Second: Commissioner Gengler
Roll call: Baker Woods 3-Year Hay Contract #20-03-001

Aye Opposed Commissioner Aye Opposed Commissioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler Present | Kellogg
Present | Giles X Prochaska
X Gilmour X Vickers

Motlon approved 8:2, with Commissioner Giles voting as present only due to audio
technical difficulties, and Commissioner Kellogg voting as present.




DRAFT FOR COMMISSION APPROVAL: 05-05-2020

Xill. Executive Session
None.
XIV. Other Iltems of Business

KCFPD COVID-19 (Coronavirus) Response Report Updates.

Director Guritz reported that in consultation with President Gilmour, and due to staff
and public observations of two groups congregating at Hoover Forest Preserve on Sunday, April
19, 2020, that Hoover Forest Preserve would remain closed to vehicular traffic on weekends

only through May 15, 2020.
XV. Public Comments

Jim Wyman, WSPY News posed media inquiries with relation to the closing of Hoover Forest
Preserve on weekends, and the scope of work changes proposed for the Pickerill-Plgott Forest
Preserve Phase | OSLAD development project.

XVI. Adjournment

Commissioner Gryder made a motion to adjourn. Seconded by Commissioner Gengler. Aye, all.
Opposed, none. Meeting adjourned at 11:32am.

Respectfully submitted,

David Guritz
Director, Kendall County Forest Preserve District
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||p|.ar||;|['.5':' an CHANGE QRDER No- 1

April 24, 2020
Pickerill-Pigott Forest Preserve: Public Access
Phase 1 OSLAD Development

Project #737

Kendall County Forest Preserve District
IDNR OSLAD Grant # OS 198-2018

APPROVED

Contractor: D. Construction, inc.

The following items shail be added and/or deducted from the overall scope of the project listed above.
These shall be become part of the contracted work by the general contractor and its’ subcontractors.
Work shall be paid for in the amount(s) listed below. No further payment beyond these amount(s) shall
be considered. This change order shall not change the completion date of the project.

ADD A. Existing light pole west of the house to remain. Install electrical condult with wire for future
connaction from existing light pole to proposed shelter. Provide connection at the two post locations
on the East side of the proposed shelter.

Deduct . .
1 Exl:tlng Light Pole to Rﬂn_am “1LS |5 500 AS |$-( 500.00 )
1" Electrical Conduit with Fish Wire
for Future Electrical Connection at
Two Post Locations at Shelter $ 2700 AF |$% 5,670.00
NEW terminating to an elsctric box at 18" 210 LF
height. Including Trench, Backfill, and
Lawn Restoration, Complete
Electrical Box at 18" height on shelter
NEW | Cost 2EACH |5 gop.00EACH | $1,000.00
NEW | Electrical Handhole 2 EACH $1,100.00/EACH | $ 2,200.00
SUB-TOTAL: $8,370.00

ADD B. Replace entrance drive gravel paving with asphalt paving at area starting at the curve and
through the main parking iot.

Deduct | Entry Drive & Gravel Paving — at 12" 1470 SY
10 Depth $17.00 ISY | §-(24,990.00)
6 Vehicular Asphalt Paving 1470 SY $44.00 /SY | $84,680.00
SUB-TOTAL: $30.690.00
Page 1 of 2

Upiland Design Ltd.
1250 W 18th Street, Chicago, IL 80608 24042 Lockport Street, Plalnfiald, IL 50544
815.254.0091 wuplandDesign.som



ADD C. Replace entrance drive gravel paving with asphalt paving starting at the bus turnaround to
the Pickerill House.

Deduct | Entry Drive & Gravel Paving - at 12° 547 SY

10 Depth $17.00 /SY | § - (9,299.00)
6 Vehicular Asphalt Paving 547 8Y $44.00 15y | $24.068.00
SUB-TOTAL: $14.769.00

ADD D. Provide additional concrete in front of the propesed dumpeter enclosure in lleu of asphatt.

Deduct .
8 Vehicular Asphalt Paving -32 8Y $44.00 15y | $1,408.00)
g Concrete Paving 284 SF $8.00 1SE | $2.272.00
SUB-TOTAL: $864.00
Total ADD Change: | § 63,683.00 |
Original Contract Amaunt: $ 506,467.50.00
Total Previous Cheainge Orders: $ 0.00
Contract Total $ 506,487.50
Additlons thie Change Order: $ 83,693.00
Deductions this Change Order: 5 0.00
Contract Total Including All Change Ordera: $ 570,180.60
ACCEPTED:
Contractor Signature Tile Date
APPROVED:
Owner Signature Title Dats
Page2of 2

Upland Dagign Ltd.
1250 W 18th Street, Chicago, IL 60608 24042 Lockport Strast, Plainfleid, 1L 60544
815.254.0091 uplandDeslon.com



UPDATED POSITION DESCRIPTION FOR COMMISSION APPROVAL: 05/05/2020

KENDALIL COUNTY FOREST PRESERVE DISTRICT

JOB DESCRIPTION
CLASS TITLE: Equestrian Program Coordinator
WAGE CATEGORY: FLSA Non-Exempt
REPORTS TO: Ellis House and Equestrian Center Farm Manager
EFFECTIVE DATE: December 20, 2016

SUMMARY:
This position is primarily responsible for the coordination and oversight of equestrian center operations, grounds
maintenance support, and equestrian horsemanship and public programming at Ellis House and Equestrian Center,

ESSENTIAL DUTIES AND RESPONSIBILITIES:

-

Primarily coordinates and oversees equestrian center operations, grounds maintenance support, equestrian
horsemanship and public programming at Ellis House and Equestrian Center.

Customarily and regularly schedules and directs the work of part time and seasonal employees assigned to
perform work at Ellis House and Equestrian Center.

Assists with the coordination of the horse care responsibilities and facility usage guidelines as stated within
the Sunrise Center North license agreement.

Customarily and regularly performs management support duties for the Equestrian Center including, but
not limited to the following:

o Imterviewing, selecting and training Horsemanship Instructor and Barn Hand positions, and other
seasonal support positions;

o Setting and adjusting employees’ hours of work;

o Providing recommendations regarding the setting and adjusting of employees’ rates of pay (within
pre-approved budget parameters), which recommendations are given particular weight by the final
decision-maker;

o Maintaining production and operations records for use in supervision and control of the District’s
equestrian program services;

o Appraising employees’ productivity and efficiency for the purpose of recommending promotions
or other changes in status;

o Handling complaints and grievances received from staff, volunteers and members of the public
related to Ellis House and Equestrian Center; and

o Providing recommendations regarding the hiring, firing and discipline of staff, which
recommendations are given significant weight by the final decision-maker;

Performs office records filing and bookkeeping and compiles accurate financial records including, but not
limited to, receipt of funds, and acceptance of payments. Ensures that accurate and prompt billings are
established and payments received. Examples of the employee’s financial administrative duties may
include, but are not limited to the following:

o Preparing requisitions for invoicing;

Issuing purchase requisitions;

Balancing the cash register; and

Preparing and submitting weekly deposits and registration forms.

Performs purchasing tasks for the District by contacting vendors, preparing and typing
requisitions, prepating and submitting vouchers for payment, and maintaining records of
purchases and inventory of equipment/supplies.

Provides clerical support for the District’s permitting process by performing tasks such as:

o Ordering, issuing and tracking equestrian center permits; and

o Developing and maintaining the equestrian center’s reservation system.

Establishes, implements and trains staff and volunteers on horse care policies and procedures including, but
not limited to, feeding schedule, grooming, veterinarian care, farrier care, and horse training,

00O0O0

Provides recommendations and support for the planning, marketing, execution, and evaluation of reverue-
producing programs such as equestrian programs, camps, lectures, group tour programs, and special events
suitable to the facility.

Reviews timesheet submissions for payroll processing,

Process payments and submits registration form records for weekly deposits.



UPDATED POSITION DESCRIPTION FOR COMMISSION APPROVAL: 05/05/2020

*  Determines the types of materials, supplies, machinery, equipment, and tools to be used, or merchandise to
be purchased to maintain and improve the Ellis House and Equestrian Center.

e Develops and conducts equestrian programming including, but not limited to, youth and adult riding
lessons, school programs, summer camps, pony ride events, group programming, and other equestrian
Programs,

e  Evaluates the overall operations at Ellis House and Equestrian Center and develops and recommends
enhancements, which recommendations are given particular weight by the final decision-maker.

o Develops and coordinates a long-term strategic plan for equestrian programming and services at Ellis
House and Equestrian Center.

o  Develops and enforces appropriate procedures and recordkeeping in areas related to the care and well-being
of horses and riding equipment.

e  Performs basic and emergency care of horses including handling, grooming, nutrition, stall cleaning, hoof
care, parasite control, wound/injury treatment, rehabilitation, and care of riding equipment.

s  Provides first aid or takes other emergency measnres when necessary as indicated on student, volunteer and
staff emergency protocol and procedures,

e Performs duties such as answering public inquiries and collection of fees.

¢ Communicates with students, the public and Forest Preserve District staff and volunteers in a professional
manner to carry out assigned job duties and to achieve a positive, professional and safe work environment.

s Inspects tack and tacks-up horses in preparation for equestrian programs to ensure that all tack and
equipment are clean, in good working condition and properly stored.

e Maintains a safe and clean work environment at all times and enforces all safety rules and bamn policies.

e  Manages relationships with outside vendors and contractors by performing duties including, but not limited
to: obtammg quotes/bids; developing requests for proposals; negotiating services and contrect terms;
reviewing and recommending contracts for services, which recommendations are given particular weight
by final decision-maker.

e  Performs other duties as assigned, including the use of heavy equipment for basic maintenance of facility.

SUPERVISORY RESPONSIBILITIES:
e Provides direction to the Ellis House and Equestrian Staff Horsemanship Instructors and Barn Hands, and
seasonal employees, and supervision of equestrian center volunteers,

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform all essential duties satisfactorily. The
requirements listed below are representative of the knowledge, skill and/or ability required for the position.

A. EDUCATION and/or EXPERIENCE:

° Associates Degree in Equestrian Science, Equine Industry and Business Degree, or
related field.
) A minimum of two to four (2-4) years experience as a barn manager and riding instructor

or equivalent experience, with one to two (1-2) years experience within a supervisory role.

. Requires knowledge of horsemanship, rider instructional methods, equestrian program
policies and practices, principles of modern record keeping, and setup and maintaining
filing systems,

B. LANGUAGE SKILLS:
° Ability to read and interpret documents such as governmental regulations, legal documents,
operating instructions, and procedure manuals,
® Ability to write routine reports and correspondence.
. Ability to speak effectively with the public and employees of the organization.
° Requires good knowledge of the English langnage, spelling and grammar.

C. MATHEMATICAL SKILLS:

. Ability to add, subtract, multiply and divide in all units of measure, using whole numbers,
common fractions, and decimals.
D. REASONING ABILITY:
° Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form.
® Ability to deal with problems involving several concrete variables in standardized
situations.
E. CERTFICATES, LICENSES, REGISTRATIONS:

° Valid Driver’s License is required.
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] All certificates and registrations required for the specific duties performed.
) Current certification in First Aid / CPR.

PHYSICAL DEMANDS:

-
L
L

Employee must frequently stand and bend.
Employee must frequently be able to walk to other offices in the building.

Employee must be able provide instruction from a walking or horse-mounted position for extended
periods of time.

Employee must be able to ride and care for a horse.

Employee must frequently lift and/or move up to 50 pounds, and occasionally lift and/or move up
to 75 pounds,

Employee must be able to use hands to finger, handle or feel.

Employee must be able to reach, push and pull with hands and arms.

Employee must be able to talk and hear in person and via use of telephone.

Specific vision abilities required by this job include close vision, depth perception and distance
vision.

WORK ENVIRONMENT:

The noise level in the work environment is usually moderately quiet, but varies when utilizing
power tools and heavy equipment.

Employee must be able to perform all assigned job duties during normal business hours and after
normal business hours, as required for programming events.

Employee will be required to work in both indoor and outdoor work areas and may be subjected to
all weather elements,

Employee may be required to provide own transpertation to travel to and from meetings, training,
conferences, and the various District preserves and locations.

| The above information is not intended to be all-inclusive and can be expanded or modified as necessary.

Kendall County Forest Preserve District

REVISED May XX, 2020
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KENDALL COUNTY FOREST PRESERVE DISTRICT

JOB DESCRIPTION
CLASS TITLE: Ellis House and Equestrian Center — Equestrian Center Coordinator Assistant
WAGE CATEGORY: Non-Exempt
REPORTS TO: Ellis House and Equestrian Center — Equestrian Center Coordinator

EFFECTIVE DATE: May XX, 2020

SUMMARY:

Provides basic horsemanship riding instruction and office assistance for public program participants for the
Kendall County Forest Preserve District (“the District™) using independent judgment to carry out assigned
projects.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Provides office assistance to the Equestrian Center Coordinator including, but not limited to:

o Utilizes word processing, database, spreadsheet, and communication software packages to complete
program reservations and schedules, payment vouchers, and deposit reports for the District.

s Composes and edits routine correspondence and reports.

¢  Prepares mailings; faxes and emails documents; and distributes mail, faxes and other documents to
equestrian center program participants.

¢ Supports and communicates equestrian center policies.

Suppotts monitering and updating of the District’s website and social media pages.
Responds to general inquiries from the public, elected officials, District employees, and Kendall County
employees regarding equestrian center programs and procedures.

s  Performs office records filing and bookkeeping and compiles accurate financial records including, but not
limited to, receipt of funds, and acceptance of payments. Ensures that accurate and prompt billings are
established and payments received. Examples of the employee’s financial administrative duties may
include, but are not limited to the following:

o Preparing requisitions for invoicing;

o Issuing purchase requisitions;

o Balancing the cash register; and

© Preparing and submitting weekly deposits and registration forms.

e Performs purchasing tasks for the District by contacting vendors, preparing and typing requisitions,
preparing and submitting vouchers for payment, and maintaining records of purchases and inventory of
equipment/supplies.

o  Provides clerical support for the District’s permitting process by performing tasks such as:

© Ordering, issuing and tracking equestrian center permits; and
o Developing and maintaining the equestrian center’s reservation system,

Delivers equestrian center program instruction including, but not limited to:

¢ Develops and conducts equestrian programming including, but not limited to, youth and adult riding
lessons, school programs, summer camps, pony ride events, group programming, and other equestrian
programs,

¢ Performs basic horse care including handling, grooming, nutrition, stall cleaning, hoof care, parasite
control, minor wound/injury treatment, and care of riding equipment.

* Maintains a safe and clean work environment at all ti'mes and enforces all safety rules and barn policies.

+ Inspects tack and tacks-up horses in preparation for equestrian programs to ensure that all tack snd
equipment are clean, in good working condition end properly stored.

e  Supervise, work with and provide instruction to volunteers as needed. Communicate policies and
procedures to volunteers.

e Follows appropriate procedures and recordkeeping in arcas related to students and the care end well-being
of horses and riding equipment.

¢ Communicates with students, the public and Forest Preserve District staff and volunteers in a professional
manner to carry out assigned job dutics and to achieve a positive, professional and safe work environment.
Performs duties such as answering public inquiries and collection of fees,

Provides first aid or takes other emergency measures when necessary as indicated on student, volunteer and
staff emergency protocol and procedures.

¢  Performs other duties as assigned, including the use of heavy equipment for basic maintenance of facility.



SUPERVISORY RESPONSIBILITIES:
¢  No supervisory responsibilities.

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform all essential duties satisfactorily. The
requirements listed below are representative of the knowledge, skill and/or ability required for the position.

A,

EDUCATION and/or EXPERIENCE:

. High school diploma or general education degree (GED) preferred.

. One to two (1-2) years experience as a riding instructor or equivalent experience.

° Requires knowledge of office practices, principles of modern record keeping, and

LANGUAGE SKILLS:

® Ability to read and interpret documents such as governmental regulations, legal
documents, operating instructions, and procedure manuals.

. Ability to write routine reports and correspondence.

. Ability to speak effectively with the public and employees of the organization.

. Requires good knowledge of the English language, spelling and grammar.

MATHEMATICAL SKILLS:

. Ability to add, subtract, multiply and divide in all units of measure, using whole
numbers, commeon fractions, and decimals,

REASONING ABILITY:

. Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form.

. Ability to deal with problems involving several concrete variables in standardized
situations.

CERTFICATES, LICENSES, REGISTRATIONS:

) Valid INlinois Driver’s License is required.

. All certificates and registrations required for the specific duties performed.

. Current certification in First Aid / CPR.

PHYSICAL DEMANDS:

Employee must frequently stand and bend.

Employee must frequently be able to walk to other offices in the building,

Employee must be able provide instruction from a walking or horse-mounted position for
extended periods of time,

Employee must be able to ride and care for a horse.

Employee must frequentty lift and/or move up to 50 pounds.

Employee must be able to use hands to finger, handle or feel.

Employee must be able to reach, push and pull with hands and arms,

Employee must be able to talk and hear in parson and via use of telephone,

Specific vision abilities required by this job include close vision, depth perception and distance
vigion,

WORK ENVIRONMENT:

The noise level in the work environment is usually moderately quiet.

Employee must be able to perform all assigned job duties during normal business hours and
after normal business hours, as required for programming events.

Employee will be required to waork in both indoor and outdoor work areas and may be
subjected to all weather elements.

Employee may be required to provide own transportation to travel to and from meetings,
training, conferences, and the various District preserves and locations,

[ The above information is not intended to be all-inclusive and can be expanded or modified as necessary.

Kendall County Forest Preserve District



