
Job Description 
 

 

Program: Green Mountain Compost 

Position: Office and Sales Assistant 

Reports to: General Manager 

Status: 40 hrs/wk, seasonal (Late March – May) 

Compensation: $14.00/hr 

Purpose: To assist daily operations and sales of compost and related products 

 

RESPONSIBILITIES: 

 

1. Administrative Tasks: 

 Answering phone calls, photocopying, emailing, etc.  

 Maintain files, organize and keep office tidy 

 General Assistance to Sales and Production Coordinator  

 

2. Compost Sales 

 Take customer orders, answer general questions, perform cash sales 

 Record and schedule compost orders 

 Work with haulers for order fulfillment 

 Enter all account and cash sales into computer 

 Maintain customer database 

 Maintain web databases 

 Track orders that need to be fulfilled. 

 

3. Quality Control 

 Assist with greenhouse growth trials 

 Moisture testing of active compost batches 

 Update and maintain data logs 

 

4. Communication 

 Keep other staff informed of pertinent information 

 

5. Other 

 Assist GMC with general operations including product assembly, gardening,  

litter collection, bagging, errands, monitoring, etc. 

 

 

Qualifications/Requirements: 

 

1. Associate’s degree or equivalent experience in a relevant field. 

2. Flexible schedule (some weekend work required) 

3. Minimum 1 year work experience in small business or similar area. 

4. Excellent customer service, organization, administrative and communication skills. 

5. Retail experience and business savvy very helpful. 

6. Accurate cash handling experience, basic accounting. 

7. Willingness to work outdoors, handle unfinished compost; team player, sense of humor. 

8. Excellent computer skills. 

9. Gardening experience helpful 



 

To Apply: Please send a resume with references and cover letter by February 20th to: 

Amy Jewell 

Administrative Manager 

CSWD 

1021 Redmond Rd. 

Williston, VT 

05495 

 

Or via email to: 

ajewell@cswd.net 

 

Full Job Description and link to a downloadable application can be found at http://cswd.net/about-cswd/job-openings/ 

 

Green Mountain Compost is a program of the Chittenden Solid Waste District.  CSWD is an equal opportunity employer 

 

http://cswd.net/about-cswd/job-openings/

