Pay Grade

Level 1 per hour

Step 1

$12.00-$12.75

Step 2

$12.75-$13.50

Idaho Soil and Water Conservation District Employee Pay Schedule

Step 3

$13.50-$15.00

Level 2 $15.00-$16.00 $16.00-$17.00 $17.00-$18.00
Level 3 $18.00-$19.00 $19.00-$20.00 $20.00-$21.00
Level 4 $21.00-$22.00 $22.00-$23.00 $23.00-$25.00
Level 5 $25.00-$27.00 $27.00-$29.00 $35.00 +

Table Revised: January 2024

When first hiring, determine level of knowledge, skills, and ability (KSA’S). Once the level is
determined, decide on the amount of pay you will start your Administrative Assistant. When first
hiring at least a 6-month probationary period is discussed under the Recruitment and
Employment section of the Personnel Management Reference Handbook. Every six months to one
year are recommended for employee evaluations, evaluations, determine the employee’s Level
and Pay Step (see above table). If they have learned only part of a Level, increase their wages
accordingly. If they have learned all of a Level, move them up a Level and increase their wages as
the District can afford. Below is a description of the Levels, please feel free to add or subtract
duties. *Please see other means of compensation below.

ADMINISTRATIVE ASSISTANT (Level 1)
Entry-level position. Limited office skills, basic computer knowledge for employee training and
basic reporting. Answering office phones with note taking and public relations skills.

ADMINISTRATIVE ASSISTANT (Level 2)

Previous Level 1 experience. Microsoft Word, Publisher & Excel experience required (or similar
software compatible with State reporting). Experience in newsletter writing, editing, and mailing
(including online newsletters). Knowledge of Quickbooks and basic payroll services. Submission of
SAM and Duns # requirements. Send required reporting to State for District Funding,

ADMINISTRATIVE ASSISTANT (Level 3)

Previous level 1-2 experience. Knowledge of developing, designing, and organizing educational
material (such as District brochures), to be used by educators and the public. Conduct classroom
lectures, tours, and educational demonstrations. Organize teams for the state Canon Envirothon
Contest, Forestry Contests, Symposiums, workshops, conduct speech and poster contest,



organize and direct Sixth Grade Field (or preferred educational programs of the District). Oversee
elections within your count for District board members.

OFFICE MANAGER (Level 4))
Able to possess all the above skills and have at least 5 years’ experience as an office manager, plus
small grant writing experience.

DISTRICT MANAGER (Level 5)

May or may not have an office manager under them. Have experience in all the above levels.
Possess a business or agriculture degree or a minimum of 15 years on the job experience with the
above levels. Knowledge of District law and programs, (see Qualifications for Employment in
Personnel Management Reference Book) Large grant writing experience as determined by
Conservation District. Will be directly responsible for office oversite and reporting to board
members at board meetings.

Note: This Pay Schedule was created to aid in the Supervisor decision making of District Employee,
and for the benefit of the employee. It has been helpful to many Districts in evaluating the
prospective employee level of experience. In 2008 and 2016 information was gathered from Federal,
State and Local Government pay schedules. It was then averaged and created. We have noticed the
governmental agencies are below the average of the secular community pay schedules by quite a
bit, because of this we are well within the suggested Levels and Steps. help your employee to
access to benefits. Please remember, a thank you goes a long way in There are ways to encourage
your employees to stay, as most Districts do not offer insurance or investment funds. Dental, vision
and hearing, supplemental insurances such as AFLAK are very cost effective. Reimbursement for
extended phone usage, is a simple way to enhance your pay schedules along with yearly or quarterly
bonus’. Sick Leave and vacation pay as State and local governmental agencies offer is highly
encouraged. When hiring consider the wages you are offering, and if they help in paying for health
care and their future. Remember a thank you goes a long way in creating a productive employee.



