
 
 

CONSERVATION ASSISTANT 
Position Description 

 
REPORTS TO:  Conservation Director  
STATUS:   Full-Time Exempt 
SALARY RANGE: $32,000 - $40,000 DOE  
 
MISSION: The Whidbey Camano Land Trust actively involves the community in protecting, 
restoring, and appreciating the important natural habitats and resource lands that support the 
diversity of life on our islands and in the waters of Puget Sound. 
 
POSITION SUMMARY: The Conservation Assistant supports the efforts of the Land Trust’s 
conservation program to conserve, care for, and restore important lands on Whidbey and Camano 
islands in partnership with willing landowners and the broader community. Conservation projects 
include the acquisition and management of: fee lands owned by the Land Trust, conservation 
easements held and monitored by the Land Trust on privately-owned lands, and acquiring property 
interests to be held by partner organizations and agencies. As a member of the Conservation Team, 
the Conservation Assistant aids in the identification, development, and completion of conservation 
projects including real estate transaction due diligence, baseline documentation, project tracking, 
grant writing, and post-acquisition tasks such as boundary marking, project filing, and other duties 
as needed to ensure the success of the Conservation Team. The position also assists, as needed, 
with other Land Trust activities. 
 
DUTIES AND RESPONSIBILITIES:  The Conservation Assistant is a service-oriented position that 
facilitates the closing of real estate transactions, completes project documentation, assists with 
stewardship tasks, and provides pro-active and excellent support to all Land Trust team members, 
as needed.  Job responsibilities and duties are as follows: 
   
 Assist in the identification, development, and completion of conservation projects of all kinds. 

 Coordinate completion of real estate transaction due diligence, including but not limited to: 
preparing project proposals for Board review and approval, reviewing and editing legal 
documents, reviewing and, where appropriate, writing legal descriptions, title review (see 
below), appraisals, surveys, boundary adjustments, environmental assessments, baseline 
documentation, mineral assessments, structural demolition, and other tasks.  

 Keep project managers up to date through timely communication on project due diligence, 
contracts, and deliverables. 

 Obtain, organize, review, and analyze and update preliminary title reports. Clear incorrect 
encumbrances. Keep project manager aware and up to date on the status of title.  
 

 Provide administrative support including preparing correspondence and reports, scanning, 
filing, copying, and mailing. Review, edit and, as directed, draft documents related to land 
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transactions, including option and purchase agreements, escrow instructions, letters, deeds, 
and closing documents. 

 Draft request for proposals, obtain contractor bids, draft contracts, and track and follow-up 
with contractors for professional services associated with due diligence work. Ensure close 
communication with project manager(s). 

 Track, update, maintain and file landowner and project records, project lists, and post-closing 
tasks, including electronic, paper, and database. 

 Draft, submit, and track various government agency applications, e.g., land use permitting, 
boundary line adjustments and corrections, tax exemptions, and demolition permits.  

 Coordinate site visits for a variety of reasons, including the Project Evaluation Committee, 
Board and staff tours, and special tours. 

 Develop, research, write, present, implement, and track grants and other funding sources to 
achieve conservation goals. Coordinate with Finance Director, record grant information in the 
database. 

 Assist in forming partnerships and gaining support for projects including, where appropriate, 
outreach to and involvement with members, landowners, neighbors, public, and agencies.  

 Lead or assist with educational tours and public presentations about Land Trust protected lands 
and/or relevant conservation topics. 

 Draft, prepare, and assemble Land Trust promotional materials including newsletter articles, 
landowner information packets, and website project updates. 

 Respond to landowner requests and inquiries regarding potential gifts or sales of real estate 
interests. 

 Lead or assist with restoration and development projects on Land Trust owned lands.  

 Other duties as assigned. 

REQUIRED QUALIFICATIONS: 

1. At least two to five years of related work experience. 
2. Demonstrated organizational skills, attention to detail and accuracy, and ability to identify and 

solve problems. 
3. Strong proficiency in Microsoft Office products. 
4. Ability to be flexible, focus with office distractions, perform under pressure, and work 

independently and as part of a team. 
5. Good communication skills, including written, verbal and listening. 
6. Ability to work effectively with a wide variety of people. 
7. Valid, insurable driver's license. 
8. Ability to work independently under sometimes physically demanding conditions, including cold 

and wet weather and be able to lift 30 pounds.  
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9. Must be able to work some non-standard hours, including evenings and weekends. 

DESIRED ATTRIBUTES: 

1. Knowledge and/or experience with real estate transactions, land conservation, and/or 
nonprofit experience. 

2. Bachelor’s degree and/or background in natural resources, planning, or related fields. 
3. Experience with GPS and/or GIS.  
4. Database management experience (Land Trust uses Salesforce). 
5. Understanding of legal descriptions and title research. 
6. Experience leading and working with volunteers. 
7. Legal assistant/paralegal experience and familiarity with real estate terms and transactions. 

This is a full-time, salaried, exempt position that reports to the Conservation Director. The Land 
Trust offers a competitive salary and benefits package. The office is located at Greenbank Farm and 
is a smoke-free workplace. The Whidbey Camano Land Trust is an equal opportunity employer. 
 
To apply: Submit a resume and cover letter by email, no later than January 31, 2018 to: 
jobs@wclt.org. No phone calls please.  
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