District Manager Job Description
The position of Lawrence County District Manger is to perform managerial functions associated with overall administration, planning and supervision of Conservation District Programs, personnel, operation, finances, and activities, as well at facilitate the Lawrence Conservation District Board of Directors in their governance and decision-making responsibilities.  The District Manger is directly accountable to the Board of Directors and carries out the duties of “Conservation District Manger” for the purposes of state programs and contracts. 

Essential Job Functions:
- Administers Conservation District programs and activities; oversees the development of the annual work plan and annual report of district activities; develops, updates, and implements policies and procedures for District operations in conjunction with the Board of Directors.
- Consults with the Board of Directors and other officials as needed to review District activities, provide recommendation, resolve problems, and give or receive direction. 
- Coordinates meetings of the Board and its committees, plans and sets the agendas.
- Represents the District on committees, boards, work groups locally, regionally, and statewide. Serves as a District spokesperson; conducts on-going public relations program with media; presents programs to public organizations; edits District newsletter and other publications.
- Develops and implements strategic planning for short and long-term goals and objectives in conjunction with the Board and staff. 
Fiduciary Responsibilities:
- Administers Conservation District funds and accounts; prepares annual budget.
- Coordinates the acquisition of District equipment.
- Oversees the preparation of various forms, reports, correspondence, requisitions, disbursements, mileage reimbursements, fee schedules, billing statements, grant applications, budgets and budget allocation requests.  
- Seeks grants applicable to the Conservation District and those it serves.  Oversees the preparation and submittal of grant proposals and applications.
- Oversees planning, staffing, programming and finances for special projects and fund-raising events. 
Personnel Management
- Coordinates the hiring and end-of-employment process for district staff, at the Board’s direction, and participates in the interview and selection of new employees. 
- Approves employees’ work schedules and travel requests.  Supervises District staff, evaluates staff performance, updates job descriptions and initiates personnel action.  
- Holds staff meetings as needed. 
Program Responsibilities
- Administers all District programs; ensures District compliance with all applicable codes, laws, rules, regulations, standards, policies, and procedures.  Initiates necessary action to correct deviations or violations. 
-Maintains a comprehensive, current knowledge of applicable laws/regulations; maintains an awareness of trends and advances in the profession; reads applicable professional literature; maintains professional affiliation; attends workshops and training sessions as appropriate. 
- Makes recommendations to the Board regarding natural resource issues. 
Communication and Education
- Pursues working relationship with the local, state, and federal agencies to effectively serve the public. 
-Seeks to gain the confidence of the public through education and outreach.  
Additional Job Functions
- Coordinates the maintenance of District equipment, computers, and vehicles. 
- Copies and distributes forms, reports, correspondence and other related material.
- Provides assistance or coverage for other employees as needed. 
- This position primarily involves work in an office setting although there are frequent meetings at other locations.  Travel is involved, occasionally overnight stays.
- This is a moderately stressful position dealing with personnel, deadlines, program requirements and budgets.
- This job description in no way states or implies that these are the only duties for be performed by the employee in this position.  Other duties may be required and assigned by the Board of Directors. 
Required Knowledge, Skills and Abilities
- Ability to decide the time, place, and sequence of operations within a system or organized framework, as well as the ability to oversee their execution. 
- Ability to counsel, mediate, and resolve issues between staff and between staff and members of the public. 
- Skill in working with the public. Ability to develop and maintain relationships.  Ability to communicate effectively, both orally and in writing.  Ability to listen and be objective. 
Minimum Qualifications
 A degree or equivalent experience in administration/management, natural resource management, or a related field. Training or experience that provides equivalent knowledge, skills, and abilities. Practical experience functioning in a moderately stressful position managing multiple tasks, deadlines, program requirements, budgets, and personnel.
Experience in Microsoft Office (Word, Publisher, Excel, etc.) software is required.   It is essential that a thorough understanding of the Quick Books financial program has been acquired. 
 A valid Pennsylvania driver’s license as well as a clean police record and passage of background checks is required. 
Performance Standards
- Workdays, meetings, deadlines, etc. are to be met in a punctual manner.
- Appearance is neat with appropriate dress in relation to the task performed.
- Positive internal and external relations are developed and maintained, i.e., willingness to function as a team player, resolve conflicts, recognize the needs and sensitivities of others, and treat others in a fair and equitable manner. 
- Proper conduct, speech and ethical behavior in the work environment is demonstrated.
- General program administration is completed in a professional manner with attention to accuracy and detail and in the best interests of the District.
- Knowledge of the District’s operation and personnel are maintained at a level adequate to exercise good judgement in making sound decisions. 

