
Walnut Creek Extension District Program Assistant 
 

Will work 1200 hours per year.  Flexible hours, approximately 20 hours per week. (More during 

summer months, especially during county fair and October, which is the new 4-H year.) 

 

Roles and Responsibilities: 

 Help expand the educational programming of K-State Research and Extension, 

Walnut Creek Extension District, relative to 4-H Youth Development 

programming. 

 Will report to the District 4-H Agent and District Director. 

 Implement plans, in coordination with the District 4-H Agent and volunteers to 

provide 4-H events and activities. 

 Coordinate details such as securing supplies and locations for 4-H events. 

 Write, edit, proof-read and solicit materials for newsletters, mailings, emails, and 

social media. 

 Assist with utilizing the local 4-H Council and 4-H Volunteers to design, develop, 

coordinate and evaluate 4-H events and activities to meet local needs. 

 Ensure accuracy and use of the local 4-H data and evaluation systems. 

 Promote and market 4-H youth development activities. 

 Assist with Volunteer management through recruitment, screening, orientation 

and training local volunteers. 

 Respond to telephone calls and walk-in visits regarding the 4-H Program. 

 Some overnight travel, evening, and weekend work involving 4-H matters will be 

required. 

 Contact, confirm and prepare resource materials for judges of 4-H events. 

 Assist with other district activities as needed. 

 Ability to communicate effectively both verbally, in writing and electronically. 

  

Preferred Knowledge, Abilities and Skills: 

 Ability to represent Walnut Creek Extension District and K-State Research and Extension 

in a professional manner. 

 Ability to keep sensitive information in a confidential manner. 

 Experience in working with individuals, groups and co-workers to accomplish goals. 

 Experience in word processing, Excel, email and internet resources. 

 Experience in coordinating events and educational activities. 

 This position requires a valid driver’s license, a general background check, access to a 

personal vehicle for work-related responsibilities.  Moderate physical activity is required 

including lifting and carrying supplies for educational benefits. 

 

Benefits:  

Will be eligible for KPERS and life insurance programs, The Walnut Creek Extension 

District #2 Executive Board will provide salary and benefits. 
  


