Clackamas County Soil and Water Conservation District

Position Announcement

Office Coordinator
(Fulltime, Exempt)

Announcement Number:  OC112506 
 Opening Date: November 25, 2006  

Classification Number:     AS3596 

 Closing Date:  December 21, 2006
Salary Range:  $2905 to $3850/month         Starting Date:  January 8, 2007                  
Location:  Oregon City, Oregon
Section 1:  INTRODUCTION

This is a full-time, at will, exempt position, which serves as the Office Coordinator of the Clackamas County Soil and Water Conservation District (SWCD) located in Oregon City, Oregon.  The position acts on behalf of the District Manager, within the authorities delegated by the Board and this description, and reports to the District Manager.

The incumbent in this position will assist the District Manager in planning and management of District operations and activities; to facilitate and coordinate activities of District staff, outside agencies and individuals; and promote strong management practices and cohesiveness of overall District operations in accordance with District policies and Oregon Law relating to public entities.  

 This position generally is a 40-hour work week.  Work days and work hours will normally be Monday through Friday, 8:00am to 5:00 pm (one hour for lunch) but the days and hours may vary depending on the requirement(s) to attend evening or early morning meetings and occasionally weekend meetings.

Section 2: SCOPE OF RESPONSIBILITES:

The Office Coordinator responsibilities include:

· Public funds accounting, budget administration and financial reporting

· Monthly payroll and associated payroll liabilities 
· Administrative support to District Manager and staff  

· Coordination of day to day office functions and activities   
· Represent District Manager at public meetings when requested

Section 3: DUTIES AND FUNCTIONS:

The Office Coordinator generally performs the following duties and functions:

· Maintain a record of the budget that includes all income and expenses.  This includes all accounts in the general budget and special fund accounts, in accordance with District policy and Oregon Public Budget law. 

· Prepares disbursement of funds to pay all bills and encumbrances incurred through the operation of the District in accordance with District policy. Prepares checks for signing. 

· Monitor grant activities and submit all grant reports on time. If information is needed for a report from District personnel, advice appropriate personnel of the information required for reports to be filed on time.   
· Prepare payroll disbursement for District employees.  Submit all reports and payments required, to appropriate agencies – Oregon Department of Revenue, Internal Revenue Service, State Employment, etc.

· Keep and maintain District records including policies, minutes, resolutions and schedule of assets.
· Assist the District Manager and the District Board in Annual Budget Process.  

· Develop, monitor and maintain contracts with vendors, contractors and service providers in accordance with Oregon Law.  This includes managing the District’s health and retirement plans. 
· Purchase office supplies and inventory items as directed
· Keep and maintain Personnel Management Handbook.  District Manager is to be advised when any changes are required.

· In the absence of the District Manager or when assigned by the District Manager, the Office Coordinator will represent the District at various meetings and functions.  Representation may be required outside the normal workday and may require overnight travel.

· Provide administrative support to the District staff and occasionally to Natural Resources Conservation Service (NRCS) staff.  This will generally include processing the mail, letter writing, organizing and maintaining confidential client and grant files, staff scheduling and general filing of documents and outreach materials. 

· Greet the public and partners, including on the phone, in a professional, courteous and helpful manner.

· Develop and organize materials for the District Board Meetings.  This will include filing and organizing the board binders for Board Meetings.  Prepare and distribute monthly mailings, including agendas and minutes for Board Meetings and others as assigned.

· Record and transcribe minutes of Board Meetings, Local Advisory Committee (LAC) meetings and other meetings as assigned.  Submit minutes for approval according to District Policy.  Board Meetings and other meetings may/will occur outside of the normal work hours.  Meetings may be held during evening or early morning hours. 

· Process and distributes mailings for workshops or other functions done through regular mail or bulk mail.  Assist district personnel in developing the materials to be mailed.  
· Collaborate with technical staff to develop programs,, workshops, grants, and special projects as assigned. This would include County Fair, Annual Meeting, etc. and require both time in office and at the event.
· Other duties as assigned by the District Manager
Section 4:  POSITION QUALIFICATIONS AND SKILLS
The minimum qualifications of the Office Coordinator are:

· Education - High School diploma and relevant advanced business education required; Associates Degree in Accounting, Office Management or related field is preferred. 
· Work Experience - Minimum two (2) year work experience in an office environment performing the functions and duties of this position is required; Knowledge of public funds accounting, grant administration and public budget law is preferred.
· Computer skills - Experience in computers and office management software is required, along with the knowledge and ability to use the computer programs effectively and efficiently to run an office. Strong preference to QuickBooks Pro, Microsoft Word and Excel.  Other relevant software program experience is highly desired  (i.e. Outlook, PowerPoint, Adobe, Access, and Desktop publishing)

· Other skills - 

· Good communication, writing and interpersonal skills.

· Ability to work independently and take a leadership role in the absence of the District Manager.

· Flexibility and adaptability in all activities and responsibilities.

· Ability to take direction and to support colleagues and district staff.

· Ability to plan, organize and meet deadlines.

· Ability to effectively manage staff when directed by the District Manager.
Section 5:  SUPERVISION AND GUIDANCE

The District Manager will be the supervisor of the Office Coordinator.  The Office Coordinator will collaborate with District Manager and technical staff to prioritize work loads to meet deadlines.  Guidance may come from the District Board of Directors on occasion. 
Section 6:  WORKING CONDITIONS AND PHYSICAL DEMANDS

This position is primarily in an office setting operating office equipment such as a computer, fax and copier. This may require sitting and working at a desk for long periods or standing at a table for possible layout, creation or preparing of materials. The position involves occasional travel to training and meetings.  Travel for training and meetings may be outside of the normal workday and may require occasional evening, early morning and/or weekend work hours. 

This position may require occasional work in the field.  This is related to assisting technical staff on workshops, field days and other programs the District may have.  This would require working around  farms and nurseries; rivers, streams and ponds; properties with dense vegetation or woodlands; and other areas with steep, slippery, muddy, rocky, or other hazardous terrain.

To perform the duties of this position, the Office Coordinator must serve as an incidental motor vehicle operator during daylight hours and after dark.  The Office Coordinator is required to have a valid Oregon driver’s license, valid insurance and a good driving record. The District has access to some government vehicles, though occasional use of the employee’s own vehicle may be necessary (reimbursement is based on mileage and paid at the current state rate).

Section 7:  BENEFITS

In addition to paid legal holidays, workers compensation, and unemployment insurance, Clackamas County SWCD provides vacation and sick leave as well as a comprehensive medical, dental and retirement (deferred compensation plan) benefits package. Eligibility for benefits varies and become available at certain times within and following a successful completion of a six (6) month introductory service period.
Section 8:  APPLICATION

COMPLETED APPLICATION MUST INCLUDE:

1) PD-100 STATE OF OREGON EMPLOYMENT APPLICATION

This form is available on line at http:/www.oregonjobs.org.download.html, local employment agencies or on the District’s web site www.cc-swcd.org.


PLEASE NOTE: 

· This position serves as an ‘at will’ employee with the Clackamas County Soil and Water

Conservation District, a Special District of the State of Oregon.  The position is not a State of Oregon or Clackamas County employee.

· The PD-100 for will be utilized for ease of application. Resumes are encouraged and may be included with your application, but will not substitute for a PD-100.

· Complete all parts of the application form. 

· All references will be checked prior to the time of hire to verify information contained in your application and supplemental materials. 
· Employment will be subject to the Board’s review of the candidate’s driving, credit and criminal history. A  Release and Waiver form will be made available to all candidates invited for an interview.

2)  RESPONSE IN WRITING TO THE FOLLOWING QUESTIONS. PLEASE   ATTACH TO YOUR APPLICATION FORM (If there are several parts to a question, answer each part separately.  Please letter your answers to agree with the question.)

a) What is your education and training in QuickBooks Pro, MS Office Word and Excel?  Describe your work experience detailing your proficiency in these office software programs.  Describe your knowledge, skills and abilities in other computer programs (i.e. Outlook,  Adobe Acrobat, Access, PowerPoint, etc).

b) What are your skills and experiences in providing office and administrative support to federal, state, or local government agencies and non-profit organizations?  Does any of this experience include public funds accounting, grant writing or grant administration? 

c) Do you have any knowledge, education, and/or experience in natural resources and/or agriculture?  If yes, please describe in detail.  (Note: this does not have to be paid experience and can include youth experience.)

(Limit of two pages for answering any question, please.) 

MAIL OR DELIVER YOUR COMPLETED APPLICATION MATERIALS TO:

Clackamas County SWCD

Attn: District Manager
421 High Street, Suite 105
Oregon City, OR  97045

Telephone:  (503) 656-3499 x110

APPLICATION MATERIALS ARE DUE BY MAIL OR IN PERSON TO CLACAMAS COUNTY SOIL AND WATER CONSERVATION DISTRICT       NO LATER THAN DECEMBER 21, 2006 BY 4:30 PM

Faxed applications will not be accepted and incomplete applications will not           be considered.
Clackamas Soil and Water Conservation District does not discriminate on the basis of race, color, national origin, gender, religion, age, disability, political beliefs, sexual orientation, and marital or family status.  Clackamas SWCD is an Equal Opportunity Employer and complies with the Americans with Disabilities Act.
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