
UNIVERSITY OF MARYLAND 
UNIVERSITY OF MARYLAND EXTENSION (UME) 

COLLEGE OF AGRICULTURE AND NATURAL RESOURCES 
 

POSITION ANNOUNCEMENT 
 
Functional Title:  Extension Program Assistant, Agriculture and Food Systems 
Position Number: 126716 
Category Status:  Faculty, Non-Tenured, Full-Time Continuing Contract     
Unit:  AGNR-UME-Baltimore City 
 
Purpose: 
This is an annual contract, 1.0 FTE appointment to support the University of Maryland (UMD) Extension 
Agriculture and Food Systems team, within the College of Agriculture and Natural Resources. The incumbent will 
coordinate and manage activities and training events for the Beginning Farmer Success program, the Workforce 
Development Program, and other Agriculture and Food System Extension programs. This position works closely 
with the Co-PIs of the Beginning Farmer Success and Workforce Development Programs, as well as UME faculty, 
staff and students providing technical and administrative support. Duties will include a variety of technical 
activities to carry out the teaching, demonstration and other educational programs in agricultural sciences, such 
as field days, applied research, workshops, webinars, online courses, newsletters, and reports.  
 
This position will be housed in the Baltimore City Office of UMD Extension.  
 
Responsibilities include: 

• Assists with management of Workforce Development summer internship program by developing 
internship advertising documents, managing internship applications, communicating with selected 
interns, and coordinating weekly webinars and in-person meetings (including on-campus overnight visit 
and internship presentation event) 

• Supports Beginning Farmer Success Extension Program by scheduling meetings, answering questions, 
advertising classes and events, managing data, writing reports, and facilitating classes.  

• Collects data related to Beginning Farmer Extension programs and Workforce Development internship 
program, including surveys, data entry, and follow-up interviews. Compiles and analyzes data for grant 
reports.  

• Prepares educational literature, promotional flyers, reports, and program documents 
• Assists in promoting and marketing educational programs, through newsletters, advertising, and social 

media 
• Makes educational presentations and leads discussions at workshops, seminars, and conferences 
• Cooperates with Extension Educators and Specialists, to facilitate the creation and distribution of 

research-based information and knowledge to beginning farmers in Maryland, including current and 
potential farmers and regional groups collaborating on agriculture development, marketing, and related 
community issues 

Qualifications: 
Required– 

• High school diploma or GED 
• Working knowledge of agriculture and farming issues 
• Applicants must be self-motivated, flexible, innovative, and resourceful with skills and experience in 

conducting community-based education programs 
• Ability to communicate effectively 
• Experience working with diverse audiences of all socio-economic levels  
• Knowledge and use of computer technology for educational programming and management  
• Flexible working hours required; must be available for evening and weekend programs and meetings 
• Three to five years’ experience performing duties in support of teaching or extension activities or another 

venture where organization, marketing, and time management skills were necessary. 
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• Ability to develop draft documents according to provided instructions 
• Proficiency with Microsoft Office Suite (Word, Excel, PowerPoint), Adobe products, Google platform for 

email and document management 
• A valid driver's license and access to an automobile for travel 
• Ability to travel to University locations throughout the state of Maryland for events and meetings 
• Demonstrated time management and organization skills necessary to execute multiple assignments 

concurrently  
• This position is subject to a Criminal History Record Check. Employment is contingent upon 

successful completion and clearance of the Criminal History Record Check. 

Preferences– 
• Bachelor’s degree 
• Experience in agricultural program planning and collaborative work with other organizations 
• Experience in writing grants and securing funds for projects  
• Experience in managing internship or workforce development program 

PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. 

• Nature of the Position: The position frequently presents information through vocal and written 
communication to individuals of various ages, socio-economic, and educational backgrounds.  

• Physical Demands: A routine part of the position’s responsibilities would be to transport materials to 
and from teaching/event locations, including loading and unloading the vehicle. The employee will 
frequently lift and/or move items weighing up to 20 pounds. Set-up and tear-down of displays, tables, 
and chairs would be necessary at many teaching sites. 

• Environmental: Team driven, office environment of professional character, competence, and 
collaboration. Deadline driven in terms of program planning and reporting. The position requires the 
employee to work outdoors at certain times of the year. This may occur during very hot and/or 
inclement weather. 

• Visual Acuity: Visual acuity is required for preparing and analyzing written or computer data and 
presentations. 

 
Salary & Benefits: Salary is commensurate experience, with a range of $36,111 to $41,251/year. The University 
of Maryland offers an extensive benefits package.  
 
Applications: All candidates must apply online at https://ejobs.umd.edu.  
 
Closing Date:  October 22, 2021 
 

Vaccine Protocol 
The University of Maryland has made the safety of our students, faculty and staff, and our surrounding communities a top 
priority. As part of that commitment, the University System of Maryland (USM) recently announced that students, faculty, 
and staff on USM campuses this fall, including UMD, are required to be vaccinated against COVID. As a prospective 
and/or a new employee at UMD, you will be required to comply with the University’s vaccination protocol. Proof of full 
vaccination will be required before the start of employment in order to work at any University of Maryland location. 
Prospective or new employees may seek a medical or religious exemption to the vaccination requirement 
at return.umd.edu and must have an approved exemption prior to the start of their employment. 

 

https://uhr.umd.edu/benefits/contingent-ii-contractual-employees/
https://ejobs.umd.edu/
https://ejobs.umd.edu/postings/return.umd.edu

