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Job Description – Lands & Stewardship Administrative Assistant  
 
 
Summary:  
The Lands and Stewardship Administrative Assistant provides general support for the operations 
of Maine Farmland Trust’s Farmland Protection and Stewardship Departments. This is a full-
time position that can be based out of either of MFT’s Portland or Belfast offices, with frequent 
travel required between offices.  
 
Reports to: Vice President of Programs or designee, Farmland Protection Program Director, and 
Stewardship Program Director 
 
Duties: 

• Meeting Minutes: record, disseminate, edit, and file on MFT’s server meeting minutes 
for all meetings relating to the work of farmland protection and stewardship, including, 
but not necessarily limited to, Lands and Legal; Stewardship and Legal; Buy, Protect, 
Sell Team; and Lands Committee. 

• Records Management: assist members of the lands and stewardship staff with 
collecting, organizing, filing, and storing digital and hard copies of project-related 
information. Review completed files against established checklists to verify information 
completeness and work with appropriate staff to locate and record any information noted 
to be missing. Assist with organization and updating of older lands project files.  Ensure 
all project records are maintained in accordance with MFT’s Records Management 
Policy. Transport records to off-site storage on an as-needed basis.  

• Data Entry and Tracking: field new project inquiries from landowners and collect 
pertinent contact information and initial project details to be passed on to members of 
lands staff for substantive follow up. Enter information from project inquiries into MFT’s 
Lands Database as well as other pertinent project information, including but not limited 
to farm information, farm contact, farm practices, deed and easement information, Maine 
Farms Realty Listing information, and Board and Committee Meeting votes. Track 
progress with and enter data related to easement amendments and assignments in the 
lands database, when such tasks are shared between departments. 

• Additional Logistical Support: handle logistics related to lands and stewardship staff 
participation in meetings and outreach and educational events, such as securing meeting 
spaces and refreshments, arranging for payments, and coordinating travel-related needs. 
Perform additional administrative and support functions for the Farmland Protection and 
Stewardship Departments at the request of either respective Director. 

• Other tasks: participate, as needed, with other staff in organizational activities as well as 
outreach events. Be an ambassador for MFT, and reach out consistently to help build the 
membership base.  
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Desired Qualifications: 

• Commitment to farmland protection and the future of farming in Maine; 

• A minimum of two-year’s related experience; 

• Ability to work as part of a team, with minimal supervision, as well as to juggle multiple 
projects successfully and simultaneously, keeping all tasks straight, and meeting 
deadlines;   

• Ability to listen and to communicate effectively in writing and in person, and to build 
rapport and develop effective relationships with others, and to work well with a wide 
variety of people, including farmers; 

• Proficiency with computers, Microsoft Word, Outlook, and Excel, as well as Google 
Apps. Familiarity with FileMaker Pro is a plus; 

• A positive attitude, a commitment to customer service, and an appreciation that you are 
an ambassador for the organization in all that you do; 

• Willingness to travel frequently, occasionally on evenings and weekends, and ability to 
provide reliable transportation. 
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