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District Manager

Position Description

A.  Summary

This position is full-time, at will, exempt, non-union position which serves as head of the management team of the Yamhill Soil and Water Conservation District (SWCD).  The position provides leadership for financial, personnel, program planning, education and outreach, and conservation project management and implementation.  The position acts on behalf of the district board and is supervised by the Board Chair.  The position is located in a multi-agency office at 2200 SW Second Street in McMinnville and must work closely with other agencies and groups.  The District Manager must be a highly motivated, productive, self-starter with demonstrated ability to be successful as leader of a productive and talented team. 

B.  SUPERVISION RECEIVED

The Board Chair serves as the District Manager’s direct supervisor.  The District Manager remains in close contact with the Board Chair through, as a minimum, two-monthly one-on-one meetings and discussions concerning questions of authority, district involvement and commitment, or intended actions.  The District Manager reports to the full Board monthly at Board meetings, through monthly reports, and at scheduled committee meetings.  The position will be evaluated twice annually to determine progress toward district goals (fall) and for a performance evaluation (spring).  The fall evaluation will be performed by the ERC committee chair and others that they desire to attend and the spring performance evaluation will be by the complete ERC Committee.

C.  SUPERVISION EXERCISED

The District Manager has direct supervisory authority over other full and part-time employees of the district and is also responsible to ensure that district volunteers are properly supervised and informed of district policies.

D.  Work Conditions and PHYSICAL DEMANDS

To perform the duties of this position, this employee must serve as incidental motor vehicle operator during daylight and after dark.  Applicants must have a valid Oregon driver’s license and a good driving record.

This position requires a combination of office and fieldwork. Office work involves regular use of computers and prolonged sitting or standing at meetings. Field work requires walking over rough or uneven terrain, sometimes in inclement weather, and carrying objects such as measuring tools and supplies.

This position involves periodic travel to early morning, daytime and evening meetings, field tours, conferences, workshops, training sessions, and landowner properties throughout the county. 

E.  Responsibilities

E1. Financial Management

●  Oversees financial affairs for the district.

●  Prepares the SWCD annual budget and acts as Budget Officer.

●  Keeps the Board informed regarding financial affairs.

●  Ensures compliance with relevant laws and rules pertaining to district expenditures.

●  Develops and administers grants and contracts.

E2. Personnel Management


●  Supervises and evaluates district staff

●  Recommends changes in staffing and position descriptions to the Board of Directors to 

meet district goals

●  Deals with staff conflicts, concerns, and issues.

●  Facilitates a productive working environment and works to provide training needs.

●  Oversee and coordinate work to be completed by volunteers.

E3. Program Planning

●  Prepares, reviews, and updates the district’s Strategic and annual work plans.

●  The primary liaison for the district between other agencies, the media, and the general 

public pertaining to SWCD program direction.

●  Solicits and receives input from agencies, the public, staff, and others to formulate 

conservation strategies that will address priority concerns.

E4.  Education and Outreach

●  Organize and conduct needed outreach and information activities to raise public 

awareness about natural resource concerns.

●  Prepare and deliver effective presentations to agencies and the public,

●  Edit and oversee content of the districts newsletter and web site.

●  Fully develop Miller Woods as a natural resources education venue for the county.

E5.  Conservation Project Management and Implementation

●  Serve as project manager on conservation projects.

●  Prepare grant proposals necessary to obtain needed funding.

●  Organize and coordinate the annual District Native Plant Sale.

●  Provide technical assistance to landowners as time permits or as technical expertise 

warrants.

F.  QUALIFICATIONS

1. Bachelor’s degree with major course work in agriculture, natural resource management, business, or related fields.

2. Three years professional experience supervising and managing staff.

3. Demonstrated success in managing conservation programs or projects.

4. Demonstrated ability to be an effective member of a team.

5. Experience managing a budget for a large project or organization.

6. Successfully pass a federal background check and an additional background check which involves credit evaluation, driving record, and arrest history

7. Highly productive, self-starter, with a desire to make a long term impact.

8. Well developed writing skills for preparing grants, contracts, articles, etc..

9. Knowledge of SWCD’s, watershed councils, or state and federal organizations pertaining to management of Oregon’s natural resources.

10. Experience working with a volunteer board of directors.

11. Experience in developing and implementing a work plan that achieves results.  

12. Successful experience working with private landowners to complete projects. 

13. Skills in marketing, customer service, public speaking, and media relations.

14. Experience in facilitation or dealing with conflicts.

15. Skills with Microsoft Word, Excel, Powerpoint, and Quickbooks.

G.  DUTIES

Financial Management

1. Prepares the SWCD annual budget according to Oregon Budget Law and acts as the budget and contract officer.

2. Approves all appropriations, expenditures, and transfers of district funds.

3. Oversees compliance with the district’s fiscal policy.   

4. Prepares financial reports to keep the board informed about finances and for annual audit.

5. Prepares, reviews, and negotiates contracts, leases, insurance policies and grant agreements associated with district and watershed council projects.

6. Administers grants obtained by the district to ensure compliance with grant agreements.

Personnel Management

1. Provides direct supervision of SWCD staff and volunteers or delegates supervisory roles to others as needed to complete work.

2. Makes recommendations to the board related to staffing and position descriptions.

3. Works with the ERC committee and ERC Chair to evaluate staff performance and training needs.

4. Responsible for maintaining staff moral, conflict resolution, and facilitating a productive working environment for staff.

5. Develops and updates position descriptions annually to ensure progress toward strategic plan and annual plan objectives.

Program Planning

1. Writes, reviews, and updates the districts strategic plan every five years with input from the board, staff, and partners.

2. Write, review, and update the annual work plan with input from staff and partners.

3. Networks with agency partners, community leaders, landowners, and others to bring new ideas and direction to the districts program.

4. Serve as the primary liaison between the district and other agencies and landowners.

5. Ensures there is public opportunity to provide input to the districts program.  

Conservation Project Management and Implementation

1. Serve as lead project manager on conservation projects.  Plans and prepares quality project proposals that result in needed funding.

2. Plans and coordinates the annual district native plant sale.

3. Provides technical assistance to landowners as time permits and technical expertise allow.

Education and Outreach

1. Organize and conduct demonstrations, tours, meetings, workshops, and other programs to raise conservation awareness in the community.

2. Prepares and delivers effective presentations at public meetings and events.

3. Networks with other organizations to ensure that the community and individuals are aware of the districts program.

4. Edit and oversee content of the districts newsletter and web site.

5. Fully develop Miller Woods as an educational venue for Yamhill county.

Reviewed By Board of Directors and Adopted as part of annual work plan for FY 2007 – 2008.
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