Your County Soil and Water Conservation District

DISTRICT MANAGER

Reports to:

Board of Directors


c: personnel file, individual, mgr

Employment Status:
At Will Employee

FLSA Status:

Exempt

General Position Summary  

The district manager is responsible for all aspects of District Operations.  That includes administration, risk management, personnel management and supervision, financial management and budgeting, grants management, conservation operations, contracting, and the development, updating, and implementation of the District's annual plan of work, long range plan, and business plan.  This position exists to ensure that adequate technical, financial, and educational resources are obtained, focused, and coordinated to meet the conservation needs of local land users.  This job entails continually improving the District's ability and efficiency in assisting Your County residents implement conservation on the ground in voluntary, incentive-based programs.  The expected end result is that the natural resource needs of Your County are effectively addressed.  


Essential Functions / Major Duties
1. Lead district personnel to accomplish district mission, goals, and objectives.

a. Establish job descriptions and performance standards for each employee

b. Provide feedback to employees on their performance on an informal basis frequently and through formal, annual performance evaluations

c. Identify training needs and provide opportunities to employees for professional growth.

d. Give guidance, direction, and set priorities for employees as necessary

2. Manage district finances.

a. Serve as district budget officer, preparing annual budgets in conformity with local budget law

b. Maintain system of financial accountability in accordance with established policies, monitoring and controlling expenditures to remain within approved spending limits

c. Keep the board of directors fully informed about the district’s financial position through detailed monthly Treasurer’s reports.

d. Annually prepare Management Discussion and Analysis of the district’s financial statement in conjunction with the audit

e. Invest district funds in accordance with district policy 

3. Manage district contracts and grants

a. Work with project funders to develop agreements, contracts, work statements, project budgets, and reporting formats.

b. Closely track project progress, financial status, due dates and deliverables

c. Take action as necessary to ensure projects are completed on time and within budget with all deliverables met

4. Serve as clerk of the board as set forth in Board of Directors By-Laws, Section II.

5. Serve as district contracting officer ensuring all aspects of contracting are done in accordance with statutory requirements and policies adopted by the board.

Secondary Functions
These are incidental to the position and could reasonably be performed by another person.

1. Ensure that the district meets its statutory obligations under ORS 568 to prepare long range and annual work plans, hold an annual meeting at which its annual report and audit are presented.

2. Conduct the following reviews annually and report results/ recommendations to the Board of Directors

a. Risk Management using SDAO checklist

b. District Policies

c. Agreements and Contracts

d. Employee Performance (basis for merit pay increases)

3. Serve as principal point of contact for the district with local, state, and federal agencies.

4. Market the conservation district to the public through newsletter, radio, newspaper and other means to inform the public who we are and what we do.

a. Write newsletter articles and newspaper articles

b. Write the district’s annual report of accomplishments

c. Participate on the KXYZ “Coffee Break” talk show monthly

d. Prepare and give presentations on the District, its programs, and projects

5. Maintain vendor (CCR) registration with the Defense Logistics Agency and Oregon Procurement Information network (ORPIN) registration with the State of Oregon.

6. Maintain District records, including  project files and equipment and capital asset records

7. Take advantage of funding opportunities by seeking grants to help implement the district’s program

8. Other duties as assigned by the Board of Directors.

Demands / Complexity

The District Manager position is highly complex, requiring familiarity with a wide range of laws that govern district operations including state and federal permitting requirements; NEPA, Endangered Species Act, Privacy Act, Freedom of Information Act, Oregon Ag Water Quality requirements, and the following chapters of the Oregon Revised Statutes (ORS) and associated Oregon Administrative Rules (OAR): ORS-568 SWCD Law; ORS-192 Public Records and Meetings; ORS-294 Local Budget Law; state and federal employment laws.
The District Manager must also have a working knowledge of USDA NRCS Technical Standards, the field office technical guide, conservation planning standards and procedures, and familiarity with the types of conservation practices commonly employed within the district.  The district has agreement in place with many agencies, including a family of agreements with USDA and ODA, including the most pertinent: The Operational Agreement between USDA NRCS and the SWCD which describes the local working arrangements.  The SWCD has agreed to adhere to USDA NRCS technical standards in all our conservation planning and implementation of practices, and to NRCS Computer Security Requirement for access to the Field Office Computer System.

In addition to state and federal laws and regulations and interagency agreements, the SWCD board of directors has established policies on a wide range of operational issues.  The District Manager may receive guidance from the board upon request but is expected to exercise good judgment and make sound operational decisions in the absence of policy guidance.  The district manager is expected to exercise initiative in carrying out the district’s responsibilities, approved work plan within the approved budget, and to deal with situations as they arise, keeping the board of directors informed.  

The District Manager maintains project records, depreciation schedules on capital equipment, and a current list of non-capital equipment.  The district manager may delegate authority for maintenance of various records to other SWCD staff members.
The District Manager works with the board, district staff, and partner agencies in developing and periodically updating the long range plan.  

Supervisory Responsibility

The district manager supervises all seven district employees. They include the Office Administrator, 3 conservation technician/planners, a technician assistant (trainee), and a watershed planner / coordinator.   This responsibility includes assignment of duties, day to day supervision, informal and formal performance evaluations.  The district manager reports to the board of directors and makes recommendations to the board for hiring, firing, promotions and pay changes. 
Contacts with Others

The District Manager has daily, face to face interactions with District and USDA Service Center staff including short weekly staff meetings.  Frequent interactions in person, via phone, email, and written correspondence occur with other SWCDs, and the many state, federal, and local agencies with whom the district works.  In addition, similar interaction occurs between the District Manager and the District’s clientele, primarily local farmers and ranchers.  Typical interactions may include exchange of information, sharing of technical information, coordination of on-going projects or discussion of potential new projects, or providing technical assistance.  Care must be taken to avoid sharing information governed by the privacy act, most of which is private landowner information.  
Specific Job Skills

The District Manager is required to have an excellent command of the English language and be able to communicate effectively by writing and by speech.  The district manager must be proficient in the use of computers, particularly Microsoft Office Suite products including Excel, Word, and Power Point.  The district manager must have good oral presentation skills and the ability to develop and give effective presentations.  The district manager must have sound math skills including basic mathematics, plane geometry, and algebra.  The district manager must have good problem solving skills and be able to work on problem solving on a technical level as well as on a personal level.  Grant writing and grant management skills and experience are important for this position as well. 

Physically, the manager must be able to sit, stand, lift up to 50 lbs, and to walk moderate distances over uneven terrain.  Occasional overnight travel is required for this position.  The position frequently requires work in excess of 8 hours per day and over 40 hours per week.  The district manager must possess a valid Oregon driver’s license and be able to operate vehicles with either automatic or manual transmissions.

Education / Experience

The District Manager should have a bachelor’s degree or higher in science or engineering.  The position requires at least 4 years experience in natural resource related employment including agriculture, including at least 2 years experience in a leadership/supervisory role.

Job Conditions

Working conditions for this position are office environment 86%; local travel and field 12%, other travel 2%.  This job entails some evening meetings, occasional overtime, and frequent interruptions.  
