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Conservation Agent
T o w n   o f   B o x b o r o u g h ,   M A 

Position Purpose
The purpose of the Conservation Agent position is to perform supervisory, administrative, management,
and enforcement work to support the Conservation Commission in carrying out its mandate and its 
mission to protect the community's natural resources including its biodiversity, unique natural areas, 
wetlands and other water resources in accordance with the Conservation Commission Act (MGL Ch. 40 
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Distinguishing Characteristics
Position serves as professional staff for the Conservation Commission and performs technical inspection 
work including field visits, inspections of site work, drafting of Orders of Conditions, attending 
Commission meetings, taking meeting minutes, and otherwise ensuring compliance with applicable 
federal, state and local wetlands, stormwater management and erosion control regulations, codes, and 
bylaws, issuing findings and recommendations.

Duties include department level responsibility for technical processes, service delivery, and contribution 
to plans and objectives and fiscal responsibility for the department, equipment, and staffing utilization.

Missed deadlines or poor judgement could jeopardize department operations or have financial and legal
repercussions.

Work is performed based on administrative or municipal policies, general principles, state regulations 
and legislation, or directives that pertain to the Conservation Department.  Extensive judgement and 
ingenuity are required to develop new or adapt existing methods and approaches for accomplishing 
objectives or to deal with new or unusual requirements within the limits of the guidelines or policies.  
The employee is recognized as the department or functional area
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�x Appears at adjudicatory proceedings on behalf of the Commission to properly present rationale for 
regulatory actions taken.

�x Drafts, with Commission, budget/annual report.
�x Assists the Commission in the administration and enforcement of the EPA General Permit for 

Massachusetts, Massachusetts Wetlands Protection Act (WPA), Rivers Protection Act, MassDEP 
Stormwater Regulations, Boxborough Wetlands Bylaw and Regulations, Boxborough Stormwater 
and Erosion Control Bylaw and Regulations, and other relevant town bylaws and regulations.

�x Reviews Notices of Intent/other filings and associated documents for accuracy, completeness and 
compliance with the law and regulations.  Ensures filing fees are calculated correctly.

�x Arranges and conducts, along with Commission, on-site inspections related to filings, permit 
compliance monitoring, and violations.  Prepares relevant forms/reports.

�x Assures or conducts review of field delineations, sensitive areas, presence of rare species etc.
�x Monitors construction to ensure compliance with permits.
�x Assures Commission participation in DEP and court appeals.  At direction of Commission consults 

with town counsel and assists in the preparation of testimony and other documents.
�x Responds to complaints, investigates potential violations and takes/recommends appropriate 

action/remediation.
�x Performs all other related duties as required.

Recommended Minimum Qualifications
Education, Training and Experience:
Bachelor
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Skills: Excellent verbal and written communication skills; must deal tactfully and effectively with 
Commission, town officials, other departments, state and federal agencies, and general public. Skills in 
research and reading design plans, hydrologic calculations, evaluation of proposed engineering 
solutions. Utilizes mathematical and financial management skills.  Microsoft Office (Excel, Word, and 
Outlook) and GIS software.

Physical Requirements:
Work requires frequent light to moderate physical effort while performing outdoor work. Some physical 
effort is needed to walk over rough and uneven terrain. Occasionally exposed to weather extremes 
when in the field. While performing the duties of this job, the employee is required to, handle, or feel 
objects, tools, or controls and reach with hands and arms. Occasionally required to climb, stoop, kneel, 
crouch, smell, and carry/lift objects (normally no more than 25 pounds).

Specific vision requirements include close vision, distance vision, color vision, depth perception, and 
the ability to adjust focus in order to read schematics, maps, general correspondence, and drive a 
vehicle. Some travel by private or town vehicle within town and to neighboring towns required. 
Requires hand-eye coordination to operate a keyboard and standard office equipment at efficient 
speed.

Thephysicaldemandsdescribedhereare representativeof thosethat must be met by an employeeto
successfullyperform the essentialfunctionsof this job. Reasonableaccommodationsmay be madeto
enable individuals with disabilities to perform the essential functions. 

The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position.  This position description does not 
constitute an employment agreement between the Town and the employee and is subject to change by 
the town as the needs of the Town and requirements of the job change.

Position description received by: _______________________________ Date: ________




