
LEWIS & CLARK CONSERVATION DISTRICT PRIVATE 


DISTRICT ADMINISTRATOR

Job Description

INTRODUCTION:

The District Administrator is an employee of, and is responsible to, the Board of Supervisors of the Lewis & Clark Conservation District.  This employee's first obligation is to the District.  As time permits, the District Administrator will assist the Natural Resources Conservation Service as approved by the Conservation District Board and as outlined below.  The Conservation District Board prescribes duties and may ask the NRCS staff to provide guidance and training as needed.

The District Administrator will follow procedures as designated by the Conservation District Board of Supervisors, and in assisting the NRCS, will use NRCS guidelines in handling business for that agency.

PRINCIPAL DUTIES:

1.
Performs the following duties for the District and the NRCS:


a.
Receives incoming mail and packages and dispatches outgoing mail.  Distributes educational material to schools and libraries.


b.
Performs stenographic work, including typing from rough draft or verbal instructions or by personally composing.


c.
Maintains general and case files, and sets up folders as prescribed by the standard filing system. Filing and disposition of NRCS material will be as directed by the NRCS staff.


d. 
Orders supplies, materials and services as needed or as directed.


e.
Performs miscellaneous typing including reports, memoranda, conservation plans and other materials.


f.
Types expense vouchers for District Supervisors and work unit staff as needed.


g.
Assists in assembling data for District and NRCS reports such as the Work Plan, Annual Report, Awards, etc... Assists in checking and posting data for reports.


h.
Prepares news releases and clips and files all news items pertinent to the District.
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2.
Performs the following duties for the District:


a.
Receives payments to the District, makes petty cash purchases and incurs no other obligations for the District except as authorized by the Board.


b.
Sends out notices of meetings.


c.
Assembles and abstracts correspondence, memoranda, and other materials for Board meetings.  Attends Board meetings and provides clerical support.  Acts as secretary to the Board.


d.
Prepares and turns in time and salary reports to the County Payroll Department.


e.
Takes necessary action on incoming mail.  In some cases this will be only to alert the proper person of the action needed.  Takes follow-up action to insure that the meeting of deadlines and other requirements are met.


f.
Reminds the Board of various due dates, such as award program dates, requests for County and State assistance, etc...


g.
Advises the Board of Supervisors of the District's needs as new challenges and opportunities arrive and carries out the recommendations of the Board regarding new activities and responsibilities as requested.


h.
Reviews the Annual Plan of Operations and the Long Range Plan and advises the Board of Action Items targeted for action or completion.


i.
Represents the District and voices the District's opinion as designated by the District Board of Supervisors at any meeting or hearing where soil, water, and their related natural resource problems are discussed.


j.
Administers applications according to policy set forth by the Board and presents them to the District Board.


k.
Edits, contributes material and prepares quarterly District Newsletter.


l.
Keeps Official District records.


m.
Assists with planning of conferences, workshops, exhibits, etc...


n.
Prepares resolutions as directed by Board of Supervisors.


o.
Administers District workflow, simplifying reporting procedures, record keeping, budgetary requirements and cost reductions.
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p.
Reviews and, as directed by the District Board, answers correspondence.


q.
Assists in preparation of budget needs of the District.


r.
Assists in interviewing and hiring of other District employees.



Supervises these employees.


s.
Conducts orientation of new employees.


t. 
Performs publicity work.


u.
Provides new information to District Board.


v.
Actively promotes Envirothon and AgriMet.

