KeNDALL COUNTY FOREST PRESERVE DISTRICT

MEETING AGENDA
MoNDAY, NOVEMBER 30, 2020
6:00 .M.
KENDALL COUNTY HISTORIC COURTHOUSE — 3%° FLOOR COURTROOM
L Call to Order
IL Pledge of Allegiance
1. Invocation
IV. RollCall
V. Approval of Agenda
VL Public Comments
CONSENT AGENDA

VIL  Approval of Minutes
s  Kendall County Forest Preserve District Commission Meeting Mimutes of November 4, 2020 and November 17, 2020

VIII. *Approval of Claims in the Amouat of $15,887.64

OLD BUSINESS

X HORDINANCE #11-20-001 Amending the Combined Budget and Appropriation Ordinance #11-19-001
Increasing the Fund 1900 Budgeted Expenditures for Operations from $1,164,580 to $1,177,582

X 2ORDINANCE #11-20-002: Approval of the Combined Annual Budget and Appropriations Ordinance

Setting Forth the Annual Budget of the Kendall County Forest Preserve District, Kendall County, Illinois

for the Fiscal Year Beginning December 1, 2020 and Ending November 30, 2021 for an Amount Not-to-

Exceed $9,206,839

*ORDINANCE #11-20-003: Approval of the General Fund Tax Levy Ordinance of the Kendall County

Forest Preserve District, Kendall County, Illinois for the Fiscal Year Beginning December 1, 2020 and

Ending November 30, 2021 for an Amount Not-to-Exceed $635,646.00

XO. *MOTION: Approval of a Revised Position Description for the District's Environmental Education

Programs and Marketing Menager

Xm. *MOTION: Approval of a Revised Position Description for the District’s Communications and Natural

Resources Projects Coordinator

Xiv. AMOTION: Approval of 2 Revised Position Description for the District’s Natural Beginnings Program

XV.

XVl

A

and Special Projects Manager
*MOTION; Approval of the KCFPD FY21 Organizational Chart

*MOTION: Approvel of the Kendall County Forest Preserve District Employee Salary Schedule for
December 1, 2020 through November 30, 2021, which Includes an Aggregate Sum for Scheduled
Increases for a Total Amount Not-to-Exceed $27,998.34

NEW BUSINESS

XVIL Other Items of Business
¢  Cancellation of the December 8, 2020 Committee of the Whole Meeting at 4:30 pm

XVio. Public Comments
XIX. Executive Session
XX, Adjournment

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

For remote electronlc participation, please use the information provided below:

Microsoft Teams meeting
Click | loln o g
Or call In {audio only)

+1 305-248-0701,,260604907#  United States, Rock Isfand
Phone Conference ID: 260 604 907#

Kendall County Historic Courthouse - 3 Floor Cotrtroom - 110 W. Madison Street - Yorkville, lllincs 60560
If speciat 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,
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DRAFT FOR COMMISSION APPROVAL: 11-30-2020

KENDALL COUNTY FOREST PRESERVE DISTRICT
COMMISSION MEETING MINUTES

NOVEMBER 4, 2020

I, Call to Order

President Gilmour called the meeting to order at 6:00 pm in the Kendall County Historic
Courthouse - 3" Floor Courtroom.

Il. Pledge of Alleglance

The Pledge of Allegiance was recited at the start of the Kendall County Board meeting.

lll. Invocation

Commissioner Prochaska offered an invocation at the start of the Kendall County Board meeting.

IV. RoliCall

X | Cesich X | Gryder

X | Flowers X | Hendrlx

X | Gengler X | Kellogg

X | Giles X | Prochaska
X | Glimour X | Vickers

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

V. Approval of Agenda

Commissioner Hendrix made a motion to approve the Commission meeting agenda as presented.
Seconded by Commissioner Flowers. Aye, all. Opposed, none.

VI. Public Comment
No public comments were offered from citizens in attendance.

CONSENT AGENDA

Vil. Approval of Minutes

« Kendall County Forest Preserve District Operations Committee meeting of October 7, 2020

* Kendall County Forest Preserve District Committee of the Whole meeting of October 13, 2020
+ Kendall County Forest Preserve District Commission meeting of October 20, 2020

Director Guritz presented minutes for approval from the Kendall County Forest Preserve District’s

Operations Committee meeting of October 7, 2020; the Kendall County Forest Preserve District
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Committee of the Whole meeting of October 13, 2020; and the Kendall County Forest Preserve

District Commission meeting of October 20, 2020.

Viil. Approval of Claims in the Amount of $46,554.51

Commissioner Flowers made a motion to approve the consent agenda. Seconded by
Commissioner Gryder.

Motlon: Commissioner Flowers
Second: Commissioner Gryder

Roll call: Consent Agenda

FAye Opposed Commissioner Aye Opposed Commissioner
l X Cesich X Gryder

X Flowers X Hendrix

X Gengler X Kellogg

X Giles X Prochaska

X Gllmour X Vickers

Motion unanimously approved.

OLD BUSINESS
No items posted for consideration.

NEW BUSINESS

IX.

MOTION: Approval of a Proposal from Tarp Supply, Inc. of Lombard, lllinols
for the Purchase of (12) Clear PVC Vinyl Tarps with Grommets in the Amount
of $2,609.74 for Construction of (2) Outdoor Educational Program Warming
Shelter Areas at Hoover Forest Preserve

Emily Shanahan, Environmental Education Program Manager, presented a proposal from Tarp
Supply, Inc. of Lombard, lllinois.

Commissioner Gryder made a motion to approve a proposal from Tarp Supply, Inc. of Lombard,
lllinols for the purchase of (12} clear PVC vinyl tarps with grommets in the amount of $2,609.74 for
construction of (2} outdoor educatlonal program warming shelter areas at Hoover Forest Preserve.
Seconded by Commissioner Prochaska.

Motion: Commissioner Gryder
Second: Commissioner Prochaska

Roll call: Tarp Supply, Inc.

Aye Opposed Commissioner Aye Opposed Commissioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
X Giles X Prochaska
X Gllmour X Vickers

Motion unanimously approved.
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X.  MOTION: Approval of Grant Agreement #8133 with the lllinois Clean Energy
Community Foundation for Completion of a Land Acquisition Project in the
Reservation Woods Acquisition Area, Including Acceptance of $136,640.00
in Foundation Funds for Land Purchase (80%) and $10,000.00 for a Post-
Acquisition Restoration Project

Director Guritz presented grant agreement #8133 with the lllinois Clean Energy Community
Foundation.

Commissioner Hendrix made a motion to approve grant agreement #8133 with the lllinois Clean
Energy Community Foundation for completion of a land acquisition project in the Reservation
Woods acquisition area, Including acceptance of $136,640.00 in Foundation Funds for land
purchase (80%) and $10,000.00 for a post-acquisition restoration project. Seconded by
Commissioner Flowers.

Motion: Commissioner Hendrix
Second: Commissioner Flowers
Roll call: Grant Agreement #8133

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

Motion unanimously approved.

Xi. MOTION: Approval of the Kendall County Forest Preserve District FY21
Preliminary Operating Fund, Capital Fund, and Debt-Service Fund Budget for
Publication Purposes

Director Guritz presented the Kendall County Forest Preserve District FY21 preliminary Operating
Fund, Capital Fund, and Debt-Serivce Fund budgets for publication purposes.

Commissioner Hendrix made a motion to approve the Kendall County Forest Preserve District FY21
preliminary Operating Fund, Capital Fund, and Debt-Service Fund budget for publication purposes.
Seconded by Commissioner Flowers.
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Commission discusssed the FY21 preliminary budgets.

Motion: Commissioner Hendrix
Second: Commissioner Flowers
Roll call: FY21 Preliminary Budget for Publication Purposes

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

Motion carried by a vote of 8:2.

Xil. MOTION: Approval of an Insurance Policy Renewal Proposal from the lllinois
Counties Risk Management Trust for District Liability and Workers
Compensation Insurance Coverage for 12/1/2020 through 12/01/2021 in the

amount of $58,007.00
Director Guritz presented the insurance policy renewal proposal from ICRMT.

Commissioner Hendrix made a motion to approve an insurance policy renewal proposal
from the Illinois Counties Risk Management Trust for District Liabllity and Workers
Compensation insurance coverage for 12/1/2020 through 12/1/2021 in the amount of
$58,007.00. Seconded by Commissioner Prochaska.

Motion: Commissioner Hendrix
Second: Commissioner Prochaska
Roll call: ICRMT
| Aye Opposed Commissloner Aye Opposed Commissioner

X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
X Giles X Prochaska
X Glimour X Vickers

Motion unanimously approved.

Xlll. Other Items of Business
» Draft FY21 Levy Ordinance, and Draft FY21 Combined Budget and Appropriations
Ordinance

Draft ordinances were presented for review.

XIV. Public Comments
No public comments were offered from citizens In attendance.
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XV. Adjournment

Commissioner Flowers made a motion to adjourn. Seconded by Commissioner Hendrix.
Aye, all. Opposed, none. Meeting adjourned at 6:28 pm.

Respectfully submitted,

David Guritz
Director, Kendall County Forest Preserve District
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KENDALL COUNTY FOREST PRESERVE DISTRICT
COMMISSION MEETING MINUTES

NOVEMBER 17, 2020

I Call to Order

President Gilmour called the meeting to order at 10:06 am in the Kendall County Historic
Courthouse — 3" Floor Courtroom.

. Pledge of Allegiance

The Pledge of Allegiance was recited at the start of the Kendall County Board meeting.

lll. [Invocation

Commissioner Prochaska offered an invocatlon at the start of the Kendall County Board meeting.

IV. Roll Call

X | Cesich X | Gryder

X | Flowers X | Hendrix

X | Gengler X | Kellogg
Glles X | Prochaska

X | Gilmour X | Vickers

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

V. Approval of Agenda

Commissioner Cesich made a motion to approve the Commission meeting agenda as presented.
Seconded by Commissioner Flowers. Aye, all. Opposed, none.

Motion: Commissioner Cesich
Second: Commissioner Flowers
Roll call: Approval of Agenda

Aye Opposed Commissioner Aye Opposed Commissioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
Glles X Prochaska
X Glimour X Vickers

Motion unanimously approved.
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VL. Public Comments
No public comments were offered from citizens in attendance.

CONSENT AGENDA

Vil. Approval of Minutes

o Kendall County Forest Preserve District Planning and Advisory Committee meeting of October
27,2020

e Kendall County Forest Preserve District Finance Committee meeting of October 29, 2020

Director Guritz presented minutes for approval from the Kendall County Forest Preserve District

Planning and Advisory Committee meeting of October 27, 2020, and the Kendall County Forest
Preserve District Finance Committee meeting of October 29, 2020.

Vill. Approval of Claims in the Amount of $18,234.08

IX. Approval of a Proposal from Semper Fi Land, Inc. of Yorkville, lllinois for
Grant-Funded Restoration Clearing (IDNR Habitat Grant — Fox River Bluffs
Forest Preserve) for an Amount Not-to-Exceed $15,000.00 (1750 per 8-hour
day for 8 days plus Calculated Herbicide Costs)

Commissioner Prochaska made a motion to approve the Consent Agenda. Seconded by
Commissioner Flowers.

Motion: Commissioner Prochaska
Second: Commissioner Flowers
Roll call: Consent Agenda
Aye Opposed Commissioner Aye Opposed Commilssioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
Giles X Prochaska
X Gilmour X Vickers
Motion unanimously approved.
OLD BUSINESS

No items posted for consideration.

NEW BUSINESS

X.  MOTION: Approval of the Kendall County Forest Preserve District’s 2020-

2025 5-Year Plan
Director Guritz presented the Kendall County Forest Preserve District’s 2020-2025 5-Year Plan.
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Commissioner Prochasksa presented an overview of the Planning and Advisory Committee’s work
efforts and final plan overview, thanking the Committee members for their service.

President Gilmour thanked participating District staff members.

Commissioner Prochaska made a motion to approve the Kendall County Forest Preserve District’s
2020-2025 5-Year Plan. Seconded by Commissioner Cesich.

Motion: Commissioner Prochaska
Second: Commissioner Cesich
Roll call: 5-Year Plan

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

Motion unanimously approved.

Xl. FY20 Proposed Budget Amendment — Review and Discussion
e Ordinance #11-20-001 Amending the Kendall County Forest Preserve
District’s Combined Budget and Appropriations Ordinance #11-19-001:
Updated Draft for Review

Director Guritz presented the FY20 proposed budget amendment.

Commission discussed Ordinance #11-20-001 amending Ordinance #11-19-001.

Xil. FY21 Organizational Chart and Updated Position Descriptions

Director Guritz presented the proposed FY21 Organizational Chart and updated position
descriptions for the Environmental Education and Marketing Manager position, Communications
and Natural Resources Projects Coordinator, and the Natural Beginnings and Special Projects
Manager position for review.

Xlll. FY21 Updated Preliminary Budget — Review and Discussion
e Ordinance #11-20-002 FY21 Combined Appropriations and Budget
Ordinance Draft for Review
» Ordinance #11-20-003 FY21 Operating Fund Tax Levy Ordinance: Updated
Draft for Review
* FY21 Recommended Salary Increases Spreadsheet: Draft for Review
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Director Guritz presented the FY21 updated preliminary budget for review and discussion,
draft budget ordinances, and recommended salary increases spreadsheet.

Commission reviewed the preliminary budgets, directing staff to examine revenue
assumptions for the equestrian center lessons program, facility and venue rentals, and
salary schedule, make the necessary adjustments, and present a final budget at a Special
Commission meeting to be held on November 30, 2020.

XIV. MOTION: Approval of the CY2021 Regular Meetings and Holiday Schedule

Director Guritz presented the CY2021 regular meetings and holiday schedule.

Commissioner Kellogg made a motion to approve the CY2021 regular meeting and holiday
schedule. Seconded by Commissioner Prochaska.

Motion: Commissioner Kellogg
Second: Commissioner Prochaska
Roll call: CY2021 Meetings and Holiday Schedule

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

Motion unanimously approved.

XV. MOTION: Approval of a Proposal from O’Malley Welding and Fabricating,
Inc. of Yorkville, Illinois for the Construction and Installation (Excluding
Concrete) of a Customized Entry Gate at Pickerill-Pigott Forest Preserve in
the Amount of $4,300.00

Director Guritz presented a proposal from O’Malley Welding and Fabricating, Inc. of Yorkville,
lllinois for the construction and installation {excluding concrete) of a customized entry gate at
Pickerill-Pigott Forest Preserve in the amount of $4,300.00.

Commissioner Kellogg made a motion to approve the proposal from O’Malley Welding and
Fabricating, inc. of Yorkville, lllinois for the construction and installation (excluding concrete) of a
customized entry gate at Pickerill-Pigott Forest Preserve in the amount of $4,300.00. Seconded by
Commissioner Prochaska.
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Motion: Commissloner Kellogg
Second: Commissioner Prochaska

Roll call: O’Malley Welding and Fabricating

Aye Opposed Commissioner Aye Opposed Commissioner
X Cesich X Gryder
X Flowers X Hendrix
X Gengler X Kellogg
Giles X Prochaska
X Gllmour X Vickers

Motion unanimously approved.

XVI. Other Items of Business

XVIl. Public Comments

No public comments were offered from citizens in attendance.

XVIil. Executive Session

None.

XIX. Adjournment

Special Call Commission Meeting: Monday, November 30, 2020 at 6:00 PM to

Approve the District’s FY20 Appropriations Ordinance Amendment; FY21 Budget:
FY21 Operating Fund Levy Ordinance; FY21 Combined Appropriations Ordinance,
and Other Business as Needed
Cancellatlon of the December 1, 2020 Commission Meeting scheduled for 6:00
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Commissioner Prochaska made a motion to adjourn. Seconded by Commissioner Cesich.

Roll call: Commissioners Cesich, Flowers, Gengler, Gryder, Hendrix, Kellogg, Prochaska,

Vickers and Gilmour, aye. Opposed, none.

Motion: Commissioner Prochaska
Second: Commissioner Cesich

Roll call: Adjournment

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

Motion unanimously approved.

Meeting adjourned at 11:03 am.

Respectfully submitted,

David Guritz
Director, Kendall County Forest Preserve District
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FINAL for COMMISSION APPROVAL: 11-30-20

SECTION 1

SECTION 2

ORDINANCE #11-20-003
GENERAL FUND TAX LEVY ORDINANCE
OF THE KENDALL COUNTY FOREST PRESERVE DISTRICT FOR THE
FISCAL YEAR BEGINNING DECEMBER 1, 2020 AND ENDING
NOVEMBER 30, 2021

BE IT ORDAINED BY THE BOARD OF COMMISSIONERS
OF THE KENDALL COUNTY FOREST PRESERVE DISTRICT,
KENDALL COUNTY, ILLINOIS, AS FOLLOWS:

That there is required to be raised by taxation, and that there is levied upon all taxable property
within the territorial limits of said Kendall County Forest Preserve District for the fiscal year
beginning December 1, 2020 and ending November 30, 2021, the total sum of SIX HUNDRED
THIRTY FIVE THOUSAND SIX HUNDRED FORTY SIX dollars {$635,646) as Is provided:

Salarles - Full-Time $225,000
Salaries - Part-Time $200,000
Equipment $10,000
Fuel - Gas & Oil $10,000
Telephone $10,890
Electric $2,200
Gas $2,000
Publicity & Promotion $3,000
Newsletter $200
Supplies - Shop $3,000
Conferences $1,000
Audit $7,500
Refuse Pickup $5,000
Insurance $43,200
Medical Insurance $50,000
Preserve Improvements $5,500
Legal Publications $156
IMRF & SS $57,000
TOTAL $635,646

— |

That the Secretary of said District Is hereby directed to cause this Ordinance to be immediately
published at least once in a newspaper published within said District and to incur the necessary
expenses thereof, and sald Secretary is hereby directed to file with the County Clerk of Kendall
County, lllinois, a certified copy of this Ordinance and said County Clerk of Kendall County Is
hereby directed to cause the aforesaid amount of money to be extended upon and against the
taxable property within the territorial limits of the Kendall County Forest Preserve District in
accordance with law.
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SECTION 3 This Ordinance shall be in full force and effect form and after its passage, approval and publication
as required by law.

Approved this 30TH Day of November, 2020.

Signed:

Judy Gllmour, President

Matt Kellogg, Secretary
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FINAL FOR COMMISSION APPROVAL: 11-30-2020

KENDALL COUNTY FOREST PRESERVE DISTRICT

JOB DESCRIPTION
CLASS TITLE: Environmental Education Program and Marketing Manager
WAGE CATEGORY: FLSA Exempt
REPORTS TO: Executive Director of the Kendall County Forest Preserve District

EFFECTIVE DATE: November 30, 2020

SUMMARY:

Oversees the development end day-to-day management of Environmental Education programming including
school and scout programs, teacher education, and other public program offerings (collectively “Public
Programs™), for the Kendall County Forest Preserve District (“District™). This position assists with the
development and delivery of summer programs for children. This position serves as Acting Executive Director
during those times the Executive Director is off duty.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Develop curriculum and themed programs that are developmentally appropriate for all relevant age groups
and ability levels, including young children and individuals with disabilities, and reflects the natural and
cultural history of Kendall County.

Assist with the development and management of the District’s annual budget.

Establish program policies, performance goals, and objectives for school, scout and teacher education
programs.

Manage program reservetions, registrations and invoicing, Enter program reservation data using the
District’s program reservation software gystem,

Manage staff schedules and hours of employment.

Train support staff in curricular program goals, objectives, and instructional methods.

Address staff disciplinary issues in consultation with the Director of the District.

Provide supervision to full time, part-time instructors and volunteers in the District’s educational programs.
Manage and direct staff meetings

Maintain a safe and clean environment at all times and enforce all District safety rules and palicies.
Coordinate marketing and public outreach efforts to promote the District and program services,

Develop and maintain handbooks, brochures, packets, press releases, newsletters, and sociel media
postings.

Create and purchase supplies and materials needed for school, scout and teacher education programs.

Work with, and provide program support and assistance to the Natural Beginnings Preschool Program
Manager.

Maintain professional collaboration with other nature-based administrators, community organizations, and
environmental educators.

Communicate effectively with District staff and the public.

Serve as Acting Executive Director during those times the Executive Director is off duty.

Manage District policies and processes to identify safety issues; reduce risk and liability exposure within
school, scout, teacher education, and other public program offerings.

Assist with basic animal care including feeding and tank/enclosure cleaning and Laws of Nature visitor
center upkeep and exhibit development.

Complete performance reviews for all part time environmental education instructors.

Assist with development and implementation of the fiscal year program budget.

Seek outside sponsors, gramt program funding and community-based support for the District and
cnvironmental education programs and events.

Handles cash and accepts other forms of payment for public programs and facility use reservations,
Provides support to the Administrative Assistant with reservations and other projects as needed or assigned
by the Administrative Assistant or Executive Director.

Works directly with volunteers supporting the District’s Programs.

Performs controlled burns, brush removal, seed collecting, and other natural area management tasks.
Provide first aid or take other emergency measures when necessary as indicated in student, volunteer and
staff emergency protocol and procedures.

Perferm other duties as assigned.
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SUPERVISORY RESPONSIBILITIES:

s  This position supervises the full-time Communications, Marketing, and Public Programs Specialist position
and part-time instructors and volumteers for the District’s Natural Beginnings Early Leamning Program, and
school, scout, teacher education, and other public program services.

e  This position serves as Acting Executive Director during those times the Executive Director is off duty.

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:

° Bachelor’s Degree in the field of education or environmental sciences or an
equivalent of six to cight years of education and experience in the field of education
or environmental sciences. May be actively pursuing a degree in the education,
environmental sciences, or related field.

. Ability to apply education principals and practices within the design of environmental
education program experiences.

Two years of experience in administration of an educational program.
Four years experience with instructing children in an educational setting,
Knowledge of Microsoft Office programs including, but not limited to, Excel, Word
and PowerPoint.
Ability to effectively and appropriately use the Internet and social media.
Knowledge of office practices, principles of modern recard keeping, and setup and
maintaining filing systems.
B. LANGUAGE SKILLS:

o Ability to draft and present District curriculum.

. Ability to write routine reports and correspondence.

. Ability to speak effectively with the public, including individuals of all ages and
ability levels, and employees of the District,

. Good knowledge of the English language, 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,

s Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

D. REASONING ABILITY:

U] Ability to employ safe work practices and use sound judgment while leading
educational programs.

Ability to complete projects from beginning to end with minimal supervision.
Possess positive conservation ethic and respect towards living things and the natural
environment.
. Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form.
L Ability to deal with problems involving several concrete variables in standardized
gituations.
E. CERTFICATES, LICENSES, REGISTRATIONS:

° State-certified teacher, substitute teacher or other teaching certification preferred,
May be actively pursuing an education related degree or certification.

) Master Naturalist, Certified Interpretive Guide, or other environmental certification
preferred. May be actively pursuing an environmentally related certificate.
Current CPR/First Aid certification.
All certificates and registrations required for the specific duties performed.
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PHYSICAL DEMANDS:

Employee must be able to sit, kneel, stand and bend.

Employee must be able to walk on uneven terrain for extended periods of time.

Employee must be able to provide instruction while walking outside and in varying weather
conditions.

Employee must be comfortable being outside in various types of weather for extended periods
of time,

Employee must occasionelty lift and/or move up to 40 pounds.

Employee must be able to use hands to 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 end distence
vision,

WORK ENVIRONMENT:

Teaching will be held cutside. The weather and temperature will not be consistent during the
course of employment.

The noise level in the work environment will vary from moderately quiet to loud,

Employee must be able to perform all assigned job duties during normal business hours and
after normal business hours, as required in the event of an emergency or special event.
Employce 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:
Revised:

03-17-2020
11-30-2020
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FINAL FOR COMMISSION APPROVAL: 11-30-20
KENDALIL COUNTY FOREST PRESERVE DISTRICT
JOB DESCRIPTION
CLASS TITLE: Communications and Natural Resources Project Ceordinator
WAGE CATEGORY: FLSA Non-Exempt

REPORTS TO: Executive Office (Executive Director and Administrative Assistant and
Environmental Education Department Manager

EFFECTIVEDATE: November 30, 2020

SUMMARY:

Provides administrative support for Kendall County Forest Preserve District (“District”) communications with
the public and Board of Commissioners, supports development and implementation of all Natural Resources,
Habitat and Preserve Improvement Projects , supports the development and delivery of Environmental
Education programming inciuding school programs, summer programs, scout programs, teacher training
services, public program offerings, and special events (collectively “Public Programs™), for the District.
Provides assistance with natural resource management projects and programs including support of volunteer
restotation work day activities. Supports other assigned administrative tasks to assist the Executive Director and
Administrative Assistant.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

*  Assists the Executive Director in compiling and capturing all District Boerd of Commissioners meeting
minutes and committee meeting minutes for review and approval by the Board of Commissioners and its
respective committees,

®  Assists the Environmental Education Department Manager in training support staff in curricular program
goals, objectives, and instructional methods.

=  Assists the Executive Director with coordination of the District's annual bow hunt program.

e Develops and presents curriculum and themed programs that are developmentally appropriate for all
relevant age groups and ability levels, including young children and individuals with disabilities, and
reflects the natural and cultural history of Kendall County. This includes program material preparations
before and after all programs.

o  Condncts public programs, public speaking, and netural ares management activities in a variety of settings,
including work with children, and work within natural areas with uneven terrain.

s  Coordinates and supervises assigned staff members, cutside contractors and volunteers supporting natural
resource management projects within District preserves,

o  Ensures that natural resource project permitting requirements are fully met.

Ensures that natural resource project objectives are fully met.

Performs a variety of horticultural tasks including, but not limited to trimming, controlling weeds, seeding
and maintaining natural areas, planting, pruning trees and shrubs, and treating and removing exotic and
invasive species.’

e  Gathers, loads, hauls and burns vegetation, including assisting with and/or supervising prescribed burns
within preserve areas.

¢ Regularly uses, maintains and repairs tools of the trade (both powered and non-powered equipment)
including, but not limited to chainsaw(s), and other mechanical hand tools.

¢  Hauls and moves materials and supplics, as needed, for District and public use.

*  Repairs and maintains District trails by performing duties including, but not limited to, removing fallen
trees and limbs, and repeiring any damage cansed by encroachment, erosion, or other factors.

»  Collects GIS data for spreadsheet entry and management, including mapping of natural area plant
communities, ecotypes, and threats,

» Supports Grounds and Natural Resources maintenance activity assignments, which may include:

o Safely and effectively aperating and maintaining District equipment including, but not limited to,
pick-up trucks, dump trucks, chain saws, and trimmers.

o Setting up for events and volunteer work dey functions; ensuring facilities are clean and work day
equipment preparations completed prior to the start of restoration work days.

o Locating and removing refuse from District property.

¢ Performs controlied burns, brush removal, seed collecting, and other natural area management assigned
tasks,

e  Supervises trained and untrained volunteers participating in natural area management workdays.

o  Develops and maintains press releases and District website platfarms,

1

P52



FINAL FOR COMMISSION APPROVAL: 11-30-20

e  Maintains professianal collaboration with other natural resource program coordinators and administrators,
community organizations, and environmentel educators both within and outsids of Kendall County, Illincis.

» Communicates professionally and effectively with the Environmentsl Education and Marketing Manager,
District staff and the public.

¢  Supports District policies and processes to identify safety issues; reduce risk and liability exposure within
school, scout, teacher education, natural resource stewardship, and other public program offerings,

» Performs basic animal care including feeding and tank/enclosure cleaning and Laws of Nature Visiter
Center upkeep.
Maintains a safe and clean environment at all times and enforces all District safety rules and policies.
Provides first aid or teke other emergency measures when necessary as indicated in student, volunteer and
staff emergency protocol and procedures.

e Provides educational program services delivery to children and the general public participating in District
programs.

e  Drives vehicles to various locations to conduct tours, educational programs, work days, and other assigned
roles. Transportation includes both use of District vehicles and personal vehicle.

o Complies with all applicable federal and state laws, regulations and District policies and procedures

regarding or relating to assigned job duties.

Handles cash and accepts other forms of payment for public programs and facility use reservations.

Maintains the confidentiality of protected personal information contained within District reservation forms.

Maintains regular attendance and punctuality.

Performs other duties as assigned.

SUPERVISORY RESPONSIBILITIES:
e This position superviscs volunteers in the District’s volunteer workdays and natural resource projects.

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:

. Bachelor’s Degree in the field of education or environmental sciences or equivalent
experience in the ficld of education or environmental sciences. May be actively
pursuing a Bachelor’s degree in the education, environmental sciences, or related
field.

L Knowledge of education principals and practices.

. Experience in administration of a natural resource management program preferred.

. Experience in leading and coordinating volunteer-based work days and natural
resource projects.

. Experience with instructing children in an educational setting preferred.

® Knowledge of Microsoft Office programs including, but not limited to, Excel, Word
and PowerPoint.

. Working knowledge of multiple social media platforms and ability to effectively and
appropriately use the Internet and create engaging posts for social media.

] Knowledge of office practices, principles of modern record keeping, and setup and
prepare, create and organize files

B. LANGUAGE SKILLS:

® Ability to draft and present District curriculum.

° Ability to write routine reports and correspondence.

° Ability to professionally and effectively communicate with the public on the
District's social media platforms.

) Ability to speak effectively with the public, including individuals of all ages and
ability levels, and employees of the District.

. Goeod knowledge of the English language, 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.

'] Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

* Ability to compute costs and make change.

D. REASONING ABILITY:

° Ability to employ safe work practices and use sound judgment while leading
educational programs.

;
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E.

L Ability to complete projects from beginning to end with minimal supervision.

® Possess positive conservation ethic and respect towards living things and the natural
environment.

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

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

CERTFICATES, LICENSES, REGISTRATIONS:

. Master Naturalist, Certified Interpretive Guide, or other environmental certification
preferred. May be actively pursning an environmentally related certificate,

. Current CPR/First Aid certification.

° A prescribed fire burn training certificate and §190 course completion or, in the
alternative, successfully complete 8190 coursework within the first ninety (90) days
of employment.

. A valid Illinois Pesticide Operator’s License or, in the alternative, obtain a valid
Illinois Pesticide Operator’s License within the first ninety (90) days of employment,

U All other training, certificates and regigtrations required for the specific duties
performed.

PHYSICAL DEMANDS:

Employee must be able to sit, kneel, stand and bend.

Employee must be able to walk on uneven terrain for extended periods of time.

Employee must be able to provide instruction while walking cutside and in varying weather
conditions.

Employee must be comfortable being outside in various types of weather for extended periods
of time.

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

Employee must be able to use hands to 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:

Teaching will be held outside. The weather and temperature will not be consistent during the
course of employment.

The noise level in the work environment will vary from moderately quiet to loud.

Employee must be able to perform all assigned job duties during normal business hours and
after normal business hours, as required in the event of an emergency or special event.
Employee is required to provide own transportation to travel to and from meetings, training,
conferences, and the various District preserves and locations.

Employee is required to work regularly with children and the general public.

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

Kendall County Forest Preserve District

Approved: November 27, 2018
Ainended: November 30, 2020
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KENDALL COUNTY FOREST PRESERVE DISTRICT
JOB DESCRIPTION
CLASS TITLE: Natural Beginnings Program and Special Projects Manager
WAGE CATEGORY: FLSA Non-Exempt
REPORTS TO: Environmental Education Program and Marketing Manager
EFFECTIVE DATE: November 30, 2020

SUMMARY:
Oversee development and day-to-day management of the Natural Beginnings Early Learning Program
(“Program™) for the Kendall County Forest Preserve District (“District™).

ESSENTIAL DUTIES AND RESPONSIBILITIES:

=  Develop curriculum and theme planning for the Program that is developmentally appropriete for all relevant

age groups and ability levels and reflects the natural and cultural history of Kendall County.

Create and purchase materials needed for curriculum and manage a corresponding budget,

Coordinate staff hours and weekly schedules.

Manage and direct Neturai Beginnings staff meetings.

Establish performance goals and objectives for the Program.

Develop and maintain handbooks, brochures, packets, press releases and newsletters for the Program,

Maintain a safe and clean environment at all times and enforce all District safety rules and policies.

Develop materials for parent-teacher conferences.

Meanage parent inquiries, communication, and parent-teacher conferences.

Oversee social media marketing and correspondences.

Coordinate student sign-up and registration with the District’s Administrative Assistant and Environmental

Education Program Manager,

Lead and/or assist with teaching Program classes.

Provides project management and oversight to District special projects.

Maintain order in both the classroom and outdoor setting while implementing constructive disciplinary

procedures.

*  Work and communicate well verbally and in writing with District staff and the public, including individuals
of all ages and ebility levels.

»  Maintain professional collaboration with other nature-based administrators, community organizations, and
environmental educators.

o  Asgists the Environmental Education Department Manager in training support staff in curricular program
goals, objectives, and instructional methods.

* Provides support to the Administrative Assistant with reservations and other projects as needed or assigned
by the Administrative Assistant or Executive Director.

o Works directly with volunteers supporting the District’s Programs.

Assists the Executive Director, Communications and Natural Resources Project Coordinator, and

Environmental Education Manager in the coordination of volunteer workdays and natural resource projects.

Supports Grounds and Natural Resources maintenance activity assignments.

Performs controlled burns, brush removal, seed collecting, and other natural area management tasks.

Asgist with basic animal care and upkeep including feeding and tank/cage cleaning,

Provide first aid or take other emergency measures when necessary as indicated in student, volunteer and

staff emergency protocol and procedures.

s  Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES:

o  This position provides direct supervision and management of the Program’s Lead Instructors, Instructional
Aides, and Program support 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.
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A, EDUCATION and/or EXPERIENCE:

. Bachelor's Degree in the field of education or environmental sciences or equivalent
experience in the field of education or environmental sciences. May be actively
pursuing a degree in the education or the environmental sciences field.

. Knowledge of education principals and practices.

. Prior experience working with preschool aged children preferred.

. Experience in administration of an educational program preferred,

. Knowledge of Microsoft Office programs including, but not limited to Excel, Word
and PowerPoint,

® Ability to effectively and appropriately use the internet and social media.

. Knowledge of office practices, principles of modern record keeping, and setup and

B. LANGUAGE SKILLS:

. Ability to draft and present District curriculum,

. Ability to write routine reports and correspondence.

° Ability to speak effectively with the public, including individuals of all ages and
ability levels, and employees of the District.

o Good knowledge of the English language, spelling end grammar.

C. MATHEMATICAL SKILLS:

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

] Ability to compute rate, ratic, and percent and to draw and interpret bar graphs.

D. REASONING ABILITY:

. Ability to employ safe work practices and use sound judgment while leeding
educational programs.

Ability to complete projects from beginning to end with minimal supervision,
Possess positive conservation ethic and respect towards living things and the natural
environment,

. 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:

° Certificated teacher, substitute teacher or other teaching certification preferred. May
be actively pursuing an education related degree or certification.

) Master Naturalist, Certified Interpretive Guide, or other environmental certification
preferred. May be actively pursuing a certificate in an environmentally related field.
Chain saw safety certification and herbicide applicators license.

Current First Aid/CPR certification.
All certificates and registrations required for the specific duties performed.
PHYSICAL DEMANDS:

Employee rmst be able to sit, kneel, stand and bend.

Employee must be able to walk on uneven terrain for extended periods of time.

Employee must be able to provide instruction while walking outside and in varying weather
conditions.

Employee must be comfortable being outside in various types of weather for extended periods
of time.

Employee must occasionally lift and/or move up to 40 pounds,

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

Employes 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.
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WORK ENVIRONMENT:

Teaching will be held outside. The weather and temperature will not be consistent during the
course of employment,

The noise level in the work environment will vary from moderately quiet to loud.

Employee must be able to perform all assigned job duties during normal business hours end
after normal business hours, as required in the event of en emergency or special event.
Employee may be required to provide own transportation to travel to and from meetings,
training, conferences, and the varicus District preserves and locations.

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

Kendall County Forest Preserve District

Revised:

11/30/2020
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