[bookmark: Position_Description]Roosevelt Soil & Water Conservation District
District Manager
Position Description


Responsibilities of this position encompass all aspects of the district’s daily business, including clerical work, receptionist, accounting, board meetings, conservation knowledge and education, cost-share program administration, payroll, taxes, and familiarity with local conservation issues affecting the agriculture industry and urban areas within the district. The district manager is supervised by the board of supervisors.  Additional duties not specifically listed here may be assigned on an as needed basis. 

CLERICAL: Provide Receptionist and Secretarial Services
[bookmark: _Hlk109649214]Job Duties and Responsibilities
· answer the office and cell phones, take messages, and prepare correspondence
· maintain paper and digital files of all important documents
· order office and janitorial supplies
· answer producers’ questions and respond to their concerns 
· provide information about district programs and activities, products and custom work, basic USDA services, and other inquiries
· receive district mail (paper and electronic) and take necessary action, including distribution to board members or other agencies
· assist NRCS staff by providing administrative support as needed and based upon the local operational agreement
· serve as NM Procurement Officer
· update website and Facebook page


BOARD MEETINGS: Assist Board of Directors with Meetings
Job Duties and Responsibilities
· prepare and mail appropriate materials to board members and other entities prior to meetings
· prepare and post agendas according to Open Meeting Act
· take minutes at meetings, type the minutes, and follow established guidelines for minute distribution
· stay informed on Open Meeting Act and Records Request requirements and adhere to all act requirements



FINANCIAL RECORDS AND REPORTS: Maintain District Financial Records
[bookmark: _Hlk109658403]Job Duties and Responsibilities
· use Microsoft Word & Excel, Adobe, Quickbooks, or other financial software for all accounting processes
· submit budgets and quarterly reports via NM Dept of Finance LGBMS website
· tracks shade ball sales and deliver, tree & drip supply sales 
· prepare checks for signature, make deposits, pay bills, receive payments, track and pay sales tax
· organize and submit financial documents to auditor each year




PAYROLL REPORTS: Prepare Payroll, Taxes, Time and Leave Records
Job Duties and Responsibilities
· maintain payroll files; 
· write monthly paychecks
· federal & state tax filings 
· prepare yearly W-2s and 1099s for employee wages and contract labor


GENERAL MANAGEMENT: Supervise District’s Business Operations
Job Duties and Responsibilities
· must be able to work independently, but also work as a team with co-workers, board members, and staff from other agencies to carry out  daily operations and special projects 
· coordinate, monitor, and serve as the primary point of contact for contractors; manage the contractor bid and selection process
· utilize the online System for Award Management (sam.gov) for USDA contractors to receive building lease payments
· serve as the primary point of contact for agency tenants in leased space 
· have general knowledge of all products and services offered by the district
· schedule professional services for repair and maintenance of the district owned property as needed; ensure the board of directors are informed of problems with buildings or equipment
· take the lead in working with board and staff members to assemble Annual Report, Report of Accomplishments, Grant Reports, Budget Reports, and other reports
· [bookmark: _Hlk170808841]attend trainings, field days, webinars, and other education/networking opportunities to advance performance capabilities and further the mission of the district





We acknowledge the duties and performance standards contained within this position description and accept that this document is subject to change in the event that revisions are required by the Roosevelt Soi & Water Conservation District Directors; additional duties not specifically listed may be assigned on an as-needed basis by the employee’s supervisor
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