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Nursery Special Order Lead - Heidrich's Colorado Tree Farm Nursery

We are a family-owned and operated nursery serving the Colorado Springs area. We sell trees, shrubs,
and perennials to both retail and wholesale customers. We are seeking a Special Order Lead to oversee
customer special orders — trees, shrubs, and perennials that are ordered in advance and held at our
nursery.

This position is responsible for unloading shipments, counting and receiving inventory, and organizing
plants in their assigned greenhouse locations using bay and location numbers. Orders are tracked using
tablets and Google Sheets. You will work closely with our yard and office teams to ensure the entire
process — from ordering and receiving to holding and final loading — is accurate, organized, and
efficient.

This role requires strong organizational skills, attention to detail, reliability, and clear communication.
Our busy season runs from April through October.

When not working on special orders, you will assist the Yard Team with unloading and loading trucks,
heeling in trees, and general nursery maintenance.

This position will begin as seasonal, with the goal of transitioning into a full-year role that includes
health benefits.

Responsibilities

Unload and receive incoming shipments of trees, shrubs, and perennials.

Count and verify shipments to ensure invoices match received inventory and that stock arrives
in good condition.

Separate presold stock from general inventory upon arrival.

Organize and maintain special orders so they are easily accessible, waterable, and ready for
loading.

Enter and track order information using a tablet and Google Sheets from receiving through final
customer pickup.

Communicate with the Yard Team, Office Team, and Water Team to maintain efficiency and
safety.

Keep greenhouses clean, organized, and properly maintained throughout the season.

Print price tags for incoming shipments and tag sold stock appropriately.

Work with the Yard Team to ensure plants are handled, stored, and loaded correctly.
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Job Requirements

e Must be 18 years or older.

e Minimum of 2 years’ experience in the Green Industry (nursery, arborist, garden center,
landscaping, etc.).

e Basic plant knowledge required. Ongoing training and education will be provided. Must be
willing to learn plant identification.

e Ability to work in various weather conditions.

e Ability to lift 50 Ibs repeatedly and perform physically demanding tasks.

e Ability to work up to 10-hour shifts April-October.

e Ability to work 42-50 hours per week during peak season.

e Monday—Friday availability required.

e Saturday availability required during April-June.

e Limited Sunday work during Christmas Tree season (typically 2-3 Sundays per year).

e Willingness to learn operation of equipment including compact wheel loaders, mini skids, and

Kubota UTVs.

Pay and Benefits

® 520-523 per hour, depending on experience.

e Employee plant discount.

e Paid sick leave and vacation (varies by seasonal vs. full-year status).

e Health insurance (full-year employees only; employer-paid premium).

e 51,200 annual Health Savings Account contribution for employees enrolled in company health
plan (full-year employees only).

e 550,000 life insurance and short/long-term disability insurance (employer paid).

e Dental and vision coverage available at employee cost.

e 401(k) with company match after one year (minimum 1,000 hours worked and age 21+).

e Profit sharing after one year (same eligibility requirements as 401(k)).

e Continued education opportunities.

Please apply in person at the nursery. Applications are available in our office or on our website:
www.ColoradoTreeFarmNursery.com

Contact: Levi Heidrich levi@hctfn.com
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