
Program Support Specialist 

 

 
The purpose of the work is to facilitate the existing field office business workflow by completing 

the software data entry of conservation application and contract information provided by NRCS 

employees and customers. Entry and review of accurate information with attention to detail is 

important to meeting NRCS’s financial, contractual, and programmatic responsibilities. 

 
DUTIES AND RESPONSIBILITIES 

 The primary duty of this position is to enter application and contract data into agency-

specific software programs and prepare software generated reports. 

 Provides a variety of information to program applicants and participants, such as specific 

program and eligibility requirements; guidance on completion of required program 

application materials; and explanations regarding contract payment processes and 

paperwork requirements necessary for conservation program participation 

 Manages and processes conservation program applications and informs participant of 

eligibility requirements specific to Adjusted Gross Income (AGI), Highly Erodible Land 

and Wetland Conservation (HEL/WC) and Farm Tract Eligibility (FTE).  Analyzes 

problems with applications and takes remedial actions.   

 Reviews participant signature authority documentation for all aspects of applications and 

contracting documents according to agency policy. 

 Manages application and contract administration letters and documents related to 

application status, status reviews, contract implementation, contract modifications, and 

potential cancellations or terminations. Maintains contract documents in case files 

according to agency policy. 

 Manages assigned administrative duties for obligated conservation contracts and contract 

reviews. Provides administrative assistance on contract modifications, as developed by 

the field office technical staff, within the agency-specific software.   

 Assembles documentation required to process approved NRCS certified conservation 

payments.  Provides quality assurance that information on each document is complete per 

agency policy and guidelines.   Processes payment applications, as assigned, within the 

agency specific software. 

 Assists with all assigned functions related to financial and programmatic audits. 

 Performs other conservation program application and contract duties as assigned. 

 Skill in operating personal computers, related software, hardware, and printing equipment 

in order to create and generate reports, to locate and extract electronic files from the 

Internet and other electronic sources, and to format information for electronic 

dissemination.  This includes knowledge of and skill in using Microsoft software and 

agency specific software and web services 



The work is sedentary but involves some light to moderate lifting and carrying.  The incumbent 

is required to perform repetitive work involving the use of arms and hands.  Use of a computer is 

required.  The work is performed in an office setting requiring observance of normal office 

safety precautions.  A valid driver’s license and Government Identification are required.  

Overnight travel may be required. 

The successful candidate will primarily serve in Area 3 (Southwest Georgia), but may be 

required to assist in other areas as needed.   

The job location will be determined based on the proximity of the successful candidate and 

available office space in the Southwest Georgia area.   

Salary range $34,000 to $38,000 per year commensurate with experience.     

Please e-mail resume to Rhonda Gordon at: rgordon@goldentrianglercd.org 

 

 

 


