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DEPARTMENT OF NATURAL RESOURCES  
POSITION DESCRIPTION  
 
Working Title:  Nursery Operations Coordinator/Technician (Seasonal, 0.75 FTE) 
Classification: Forestry Technician - Advanced  
 
Position Summary:  
This position is responsible for providing paraprofessional leadership for implementing and coordinating 
assigned core areas of responsibility in nursery management operations (e.g. nursery stock production, pest 
management, distribution, seed production, and tree improvement operations).  The position coordinates and 
collaborates with other operations coordinators to implement and direct LTE’s and administer contracts in the 
care of growing stock for statewide distribution including grading, packaging, storage, and shipping nursery 
stock during the distribution season.  The position is also responsible for operations coordination in the 
collection, processing and cleaning tree seed, 
 
This position also serves as a nursery technician and is responsible for conducting pesticide applications, and 
implementing integrated pest management practices, best management practices for irrigation and plant 
nutrition, and soil management practices.  The position also operates specialized/complex nursery equipment 
including tractors, seeders, lifters, and sprayers, and is responsible for assigned portion of building and grounds 
maintenance on the nursery property. 
 
Location, Geographic Scope and Travel Requirements:  This position is located in Boscobel at Wilson State 
Nursery. Travel is primarily within the immediate vicinity of the nursery on a regular basis, with longer distances 
periodically required.  
 
Scope of Authority:  This position works under the general supervision of the Reforestation Team 
Leader/Nursery Superintendent as part of the Reforestation Team, within the Bureau of Applied Forestry.  The 
work is performed under delegated general direction from the Assistant Nursery Manager. 
 
Goals and Activities: 
 
40%  Goal A: Provide leadership and technical support for nursery field operations, including integrated 

pest management, best management practices for irrigations and plant nutrition, soil management 
practices, nursery culturing in the production of nursery stock and/or tree improvement, forest 
genetic activities, and reforestation/nursery trials. 
A1. Coordinate and implement assigned core areas of responsibility in nursery field operations, 

including coordinating priorities with other operations coordinators on a regular basis to ensure 
effectiveness and efficiency in all operations being carried out.   

A2. Direct and train assigned LTE’s and administer contracts as needed to implement core areas of 
responsibility. 

 

A3. Meet weekly or as needed with nursery management and other nursery operations coordinators to 
assist in developing an operations plan including directing LTE’s and administering contracts for each 
week or as needed to effectively and efficiently carry out plan operations.A4.  Use Pesticide 
Applicator’s License to apply forest pesticides, fumigate soil and treat seeds. 

A5. Implement the Worker Protection Standard and pesticide use and storage program according to 
Wisconsin Department of Agriculture requirements. Instruct and monitor crews on the proper 
precautions when working with or within areas treated with pesticides. 

A6. Operate specialized/complex nursery equipment including tractors, seeders, lifters, and sprayers. 
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A7. Collect, analyze and interpret nursery inventory data electronically, analyzing the data for statistical 
accuracy; conduct spot checks to ensure accuracy.  

A8. Collect, analyze and interpret data for quality control and performance of nursery stock production. 
A9. Maintain accurate records in assigned core areas of nursery field operations including all treatments 

performed on nursery stock, seed orchards, progeny tests, and/or trials. 
A10. Conduct or participate in educational activities and tours of the nursery facility and programs.  
A11. Perform other duties as assigned. 

 
15% Goal B:  Provide leadership and technical support for seed collection and processing operations, 

including seed buying, seed collection, seed storage, seed cleaning and processing. 
B1. Coordinate and implement assigned core areas of responsibility in seed collection and processing 

operations, including coordinating priorities with other operations coordinators on a regular basis to 
ensure effectiveness and efficiency in all operations being carried out.   

B2. Direct and train assigned LTE’s and administer contracts as needed to implement core areas of 
responsibility. 

B3. Meet weekly or as needed with nursery management and other nursery operations coordinators to 
assist in developing an operations plan including directing LTE’s and administering contracts for each 
week or as needed to effectively and efficiently carry out plan operations.  

B4. Develop specialized equipment and modify processes to collect and clean seed while protecting seed 
viability and health. 

B5. Operate mechanical seeding machines and seed-cleaning/processing equipment. 
B6. Drive DNR vehicle to off-property seed orchards and seed buying stations. 
B7. Collect, analyze and interpret data related to seed cleaning costs, seed viability and performance, 

and seed purity for inclusion in seed inventory.  
 

15% Goal C:  Provide leadership and technical support for tree and shrub distribution, including lifting 
operations, grading operations, packing operations, and shipping operations. 
C1. Coordinate and implement assigned core areas of responsibility in tree and shrub distribution 

operations, including coordinating priorities with other operations coordinators on a regular basis to 
ensure effectiveness and efficiency in all operations being carried out.   

C2. Direct and train assigned LTE’s and administer contracts as needed to implement core areas of 
responsibility.  

C3. Meet weekly or as needed with nursery management and other nursery operations coordinators to 
assist in developing an operations plan including directing LTE’s and administering contracts for each 
week or as needed to effectively and efficiently carry out plan operations. 

C4.  Plan to meet daily production goals and keep accurate records of daily accomplishments; reporting 
production each day to nursery management.  

C5. Collect, analyze and interpret data for quality control during the distribution process and reporting 
to nursery management as needed to maintain quality.  

C6. Perform pre- and post-stock distribution duties throughout the year.  
C7. Provide excellent customer service. 

 
20% Goal D:  Perform facility and equipment development and maintenance  

D1. Coordinate and implement assigned core areas of responsibility in facility and equipment 
development and maintenance, including coordinating priorities with other operations coordinators 
on a regular basis to ensure effectiveness and efficiency in all operations being carried out.   

D2. Direct and train assigned LTE’s and administer contracts as needed to implement core areas of 
responsibility. 
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D3. Meet weekly or as needed with nursery management and other nursery operations coordinators to 
assist in developing an operations plan including directing LTE’s and administering contracts for each 
week or as needed to effectively and efficiently carry out plan operations.  

D4. Direct and implement as assigned the development of specialized nursery equipment and 
implement maintenance activities, as needed to maintain nursery equipment or to improve nursery 
operations and safety.  

D5. Direct and implement as assigned the care of nursery facilities and implement maintenance 
activities, as needed to maintain nursery facilities or to improve nursery operations and safety.  

D6. Recommend equipment and capital development projects needed to meet annual team work plans 
recognizing identify budget and staffing resources.  

 
10% Goal E:  Provide leadership and technical support fortree and shrub seeding operations, including 

seedbed preparation, conifer seeding, hardwood seeding, and seedbed cultural treatments. 
E1. Coordinate and implement assigned core areas of responsibility in tree and shrub seeding 

operations, including coordinating priorities with other operations coordinators on a regular basis to 
ensure effectiveness and efficiency in all operations being carried out.   

E2. Direct and train assigned LTE’s and administer contracts as needed to implement core areas of 
responsibility.  

E3.  Meet weekly or as needed with nursery management and other nursery operations coordinators to 
assist in developing an operations plan including directing LTE’s and administering contracts for each 
week or as needed to effectively and efficiently carry out plan operations.  

E4. Interpret seed plans, collect data, analyze and calibrate specialized seeding equipment, monitor 
rates and calculate needed adjustment to maintain target rates. Provide accurate records to nursery 
management.   

E5. Inspect and check beds for proper sowing depths and rates; record seeding information as required.  
 
Special Requirements: 

• Ability to obtain and maintain a WI Pesticide Applicator’s License covering forest pesticides, fumigation 
and seed treatment. 

• Ability to obtain and maintain a valid WI driver’s license. 
 
Knowledge, Skills and Abilities: 

1. Knowledge and skill related to forest nursery management, horticulture or farming. 

2. Ability to coordinate, lead, train, and direct the work of others. 

3. Knowledge and skill related to building construction or building repair including plumbing, electrical and 
carpentry. 

4. Ability to operate equipment safely and properly. 

5. Knowledge and skill in using computer software to collect, analyze and interpret data and maintain 
accurate record. 

 
Physical Requirements and Environmental Factors 
Strength requirements for the position are on a continuum:  
Sedentary Work (exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently) 
about 25% of the time during the course of the year.  
 
Light Work (exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently) about 
30% of the time during the course of the year.  
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Medium Work (exerting up to 20-50 pounds of force occasionally and/or up to 25-50 pounds of force frequently) 
about 30% of the time during the course of the year.  
 
Heavy Work (exerting up to 50-100 pounds of force occasionally and/or up to 25-50 pounds of force frequently) about 
15% of the time during the course of the year. 
 
Equipment Used 
Farm machinery, specialized nursery tractors and equipment, UTV’s, 4x4 trucks, chainsaw, cell phone, GPS unit, 
computer, hand-held data recorders, hand tools, aerial lifts, fork lifts, ladders and multiple power tools.   
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PD Addendum of WI DNR Competencies 
 

 
Service Excellence for Customers & Partners 

• Make excellent customer/partner service a top priority and actively seek to improve it. 

• Work to identify and understand the needs of others and strive to create the most value for them, 
focusing on their satisfaction. 

• Responsive  to  changes  in  customer/partner  goals,  deliver  on  promises,  follow-up appropriately 
thus service delivery is marked by fairness, integrity, high ethical standards and the utmost respect for 
others in order to generate trust as an outcome. 

• Actively seeks to achieve results that best strike the balance with the Division's service role and 
regulatory authority with the customer/partner goals. 

 
Effective & Fair Decision Making 

• Analyze situations fully and accurately to reach productive, and where appropriate, uniform decisions. 
Consult appropriate parties/stakeholders as necessary and identify the key concerns and/or issues that 
need to be addressed in order to make the best decision possible. 

• Discern the pertinent facts and develop clearly based objective criteria. 

• Make timely, well -reasoned decisions by integrating information and perspectives appropriately. 

• Evaluate the immediate and longer-term consequences of decisions. 

• Use sound professional judgment in their analyses and decisions. 
 
Effective Communication 

• Express ideas in a clear, concise, and effective manner, both orally and in writing. 

• Ability to present, facilitate and instruct as part of staff meetings and partner activities. 

• Use correct grammar and sentence structure in communications. 

• Strong listening skills, particularly when different viewpoints are expressed. 

• Openly share information, transparent and keep all concerned parties informed. 
 
Interpersonal Relationships & Partnership Building 

• Build and effectively utilize relationships and influence networks to achieve goals. 

• Share knowledge and build trust with colleagues, managers and external partners. 

• Tactful when dealing with sensitive issues and personalities. 

• Exercise social intelligence: have a high level of self-awareness, are aware of impact on others. 

• Work through complex situations effectively, diplomatically and with sensitivity without losing credibility 
or trust. 

• Recognize sensitive information and exercise discretion. 

• Approach professional conflicts in a constructive manner.  Refrain from personal attacks and excessive 
emotions. 

• Demonstrate  sound  judgment  under  pressure  and  retain  focus  on  desired  business outcomes in 
difficult conditions. 

• Proactive in addressing problems. 

• Exemplify the commitment to the DNR's core value of respect- to work with people, to understand each 
other's views and to carry out the public will; maintain integrity and treat everyone with fairness, 
compassion, and dignity. 
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Demonstrates Leadership 

• Establish vision, set direction and initiate strategy by analyzing forces and trends that impact the 
program. Anticipates future needs, challenges and identifies potential options and constraints; critically 
evaluates information to promote the most effective position. 

• Identify the implications of decisions and actions on people, other parts of the organization, external 
partners and customers. Understand the abstract and think in terms of whole systems and complex 
interrelationships.  Synthesize large, disparate bodies of information. 

• Mobilize staff to face and tackle tough challenges.  Facilitate staff through the change process by helping 
them to navigate loss and work through discomfort so that they can adapt to emerging conditions and 
see the potential within broader organizational strategies and priorities. 

• Establish formal and informal relationships with others to provide feedback, information, support and 
resources to help them develop new or higher levels of skill and ability. 

• Empower others to reach higher levels of performance through trust, delegation, participation and 
coaching. 

• Provide direction, support and encouragement amongst their team colleagues and partners. 

• Hold up high standards of excellence towards the accomplishment of desired outcomes and objectives. 

• Inspire confidence and respect which is motivating for others, builds positivity; keep the team cohesive 
and partners confidently engaged. 

 


