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Flathead Conservation District

ADMINISTRATOR JOB DESCRIPTION

9/2003

Major Duties:  

The FCD Administrator performs or supervises the performance of tasks including:

a. Maintaining district accounting, banking, billing, payroll, and budget records and reports.  This requires working closely with the Board, CPA, and Resource Conservationist.

b. Supplying FCD Board & Resource Conservationist with current accounts, banking, payroll, budget, and grant information.

c. Maintaining payment, record system, budget information, and correspondence for all grants.  

d. Arranging and recording, as necessary, conferences and meeting proceedings;

e. Maintaining data systems (310 and GIS), district records and files.  Setting up 310 files - applications & violations (reviewing information, & forwarding paperwork, maps etc. to area supervisors & FW&P).  Preparing & forwarding team member report forms & follow-up report forms to area Supervisors.

f. Scheduling on-site inspections, appointments and conferences;

g. Contacting applicants, supervisors & FW&P to confirm &/or set up on-site inspections

Placing meeting notifications in local papers.  Preparing & forwarding correspondence to appropriate places, persons, offices etc.  (Permits, minutes, letters, reports, correspondence, brochures, calendars etc.).

h. Performing liaison duties as requested by the Resource Conservationist and the Board of Supervisors;  

i. Performing other office duties such as:

Computer data entry and document design. 

Ordering supplies and requesting maintenance for any office machines;  

Receiving, reviewing, and distributing incoming mail, faxes, e-mail and preparing replies;

Preparing and forwarding correspondence, such as permits, minutes, letters, reports, brochures, and other materials; 

j.
Using and interpreting aerial photos and maps;  

k.
Other duties as assigned.  

This position provides a variety of supporting services to the technical, administrative and management operations, as directed by the District Resource Conservationist.

For further information see the Flathead Conservation District Personnel Policy, and the Laws Pertaining to Conservation Districts.

