Columbia County Conservation District
JOB DESCRIPTION

DISTRICT MANAGER

The District Manager position is a full-time position responsible for the
administration of the programs of the Columbia County Conservation District.
The manager is directly responsible to the Columbia County Conservation
District Board of Directors for guidance and direction.

Specific Responsibilities

Administration

Carry out the directions and programs of the Board of Directors.

Act as liaison between the Board of Directors and other agencies,
municipalities, local landowners, and others having an interest in the
natural resources in the county.

Represent the Board of Directors and present their views at all meetings
of local, regional and state agencies.

Analyze information and research and make recommendations to the
District Board of Directors regarding issues of concern.

Supervise District staff and perform related human resource functions to
complete personnel requirements including but not limited to onboarding
coordination, training and performance reviews.

Attend workshops, seminars, meetings, training sessions and other
related events as approved by the Board of Directors.

Serve as member of all District committees.

Attend to all routine District correspondence.

Administer all state and local grant programs with staff delegation.
Prepare all quarterly and/or special reports and claims as required by the
state or local governing bodies.

Inform the Board of new or changing programs which might be of interest
to the county and make recommendations where appropriate.
Administer local programs such as the annual tree sale, annual picnic,
banquets and special events as requested by the Board with staff
assistance.

Participate at annual planning meeting to evaluate the District’s plans and
objectives, outlining and setting goals, and setting time schedules for
implementation of District annual objectives for Director’s approval.
Assist in the preparation of the annual budget and be responsible for its
implementation on a day-to-day basis.

Maintain a working relationship with all federal, state and local agencies
which have programs of use in Columbia County.



Technical

e Have a working understanding of all District programs to complete action
items for program delegations, projects, and grants.

e Work with District staff, agencies and groups to provide sustainable use of
natural resources to encourage the use of erosion and sediment controls,
agricultural best management practices, and floodplain and stormwater
management in the county.

e Review and make recommendations concerning land use issues related to
conservation programs and projects.

e Technical and design assistance/input to staff on projects as needed.

Educational — Public Information

e Support District staff in outreach including
-Educational programs for all age groups stressing the awareness and
wise use of our natural resources.
-Conduct workshops, conferences and training sessions for developers,
engineers, municipal officials, landowners, and agriculture operators.
-Arrange for public displays promoting Conservation District projects and
programs at county events and District programs and events
-Promote District services and activities through presentations,
newspaper, radio or social media.
e Prepare annual report for distribution to all interested landowners and
groups in the county.
e Publicize the selection of all recipients of special awards from the District
including the annual Cooperator of the Year and Educator of the Year.
e Work with the Kocher Park Committee and volunteers to maintain Kocher
Park and Johnson Flats.

Specific Program and/or Other Duties and Responsibilities

e District Manager and staff work together to administer the District’s
involvement in the following programs and other programs as directed by
the Board of Directors:

Chapter 102/NPDES, Chapter 105, Chesapeake Bay Program,

Farmland Preservation, Countywide Action Plan, Agricultural Conservation
Assistance Program, Conservation District Watershed Specialist Program,
Dirt, Gravel and Low-Volume Roads Program, Nutrient Management
Program (Act 38), Manure Management (Chapter 91)

e This job description does not imply that these are the only duties
performed by the District Manager. Other duties may be required or
assigned by the Board of Directors.



QUALIFICATIONS, KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

e Must be proficient in effective communication and interpersonal skills.

e Must be proficient in math and problem-solving skills for both business
and technical applications.

e Must be proficient in the ability to function independently, have flexibility
and the ability to work effectively with clients, co-workers, staff, agencies
and others.

e Must be proficient in Microsoft Office applications, basic computer
operations, selected office and resource management/software packages
and have a willingness to learn basic QuickBooks functions and GIS
applications.

e Must possess a valid PA driver’s license.

e Must possess the ability to make independent decisions when
circumstances warrant such action.

e Must possess knowledge of principles and practices of resource protection
and conservation, and the ability to plan and delegate and oversee work.

e Must possess knowledge and ability to prepare budgets and to analyze
and direct financial aspects within the department.

e Must possess the ability to resolve problems in an efficient and effective
manner.

e Must possess thorough knowledge of planning and county policies,
procedures and practices, the ability to carry these out and to interact
effectively with other departments and agencies regarding same.

e Must possess the ability to coordinate a number of services and activities.

e Must possess knowledge of management and administrative techniques.

e Must possess knowledge and ability to develop agricultural and natural
resource programs as needed within the county, and to interact with
involved agencies, landowners and others effectively.

e Must demonstrate an ability to supervise, motivate and maintain a good
working relationship among employees.

e Must possess knowledge of matters pertinent to conservation and the
environment.

e Must be able to traverse rough terrain and work in inclement weather.

All programs and services of the Columbia County Conservation District are available to all without
regard to race, color, religion, sex, sexual orientation. gender identity, disability. marital status, age,
pregnancy, national origin, ancestry, genetic information or any other characteristic protected by
applicable federal, state or local laws.
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