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	DISTRICT MANAGER 
POSITION ANNOUNCEMENT
Powell Clarks Fork Conservation District, Powell, WY


===================================================================================
The Powell Clarks Fork Conservation (PCFCD) is seeking a motivated individual to fulfill the PCFCD’s mission of improving the quality of life for communities in the District. The PCFCD promotes clean water and air, healthy rangelands, agricultural lands, and quality habitat for aquatic and terrestrial wildlife. The PCFCD achieves this mission by providing information, education, and technical services to the public. This position will be responsible for maintaining and managing the office to support the PCFCD’s mission.
Mission Statement: 
The mission of the Powell Clarks Fork Conservation District is to promote sustainable practices and stewardship that allow landowners to utilize our land, water, and natural resources while maintaining our resources for future generations, to enhance wildlife habitat, and promote the health, safety and general welfare of all citizens in our district. 
Powell Clarks Fork Conservation District is committed to providing education, relevant information, and technical assistance to all cooperators. We understand conservation is a collaborative effort and are committed to working closely with partner organizations and our community. 
--------------------------------------------------------------------------------------------------------------------------------------------
Summary:
The District Manager is responsible for maintaining and managing the PCFCD office. The District Manager will coordinate with partnering agencies and other stakeholders to implement natural resource-based programs. The District Manager is expected to be self-directed, possess the ability to communicate with the public, and work closely with the District Board of Supervisors to promote and protect the natural resources of the District. This position requires strong written, verbal, and interpersonal skills. This position is a non-exempt, at will, position, with the opportunity of being full-time or part-time. Unless otherwise approved by the Board this position will be part-time status of 20-hours per week or less. Salary shall be determined based on the candidate’s experience, skills, education, and training.
----------------------------------------------------------------------------------------------------------------------------------------
Duties and Responsibilities:
1. Conducts day-to-day office activities; greets customers; answers questions from producers/natural resource users, phone calls and emails; updates the PCFCD website; develops quarterly newsletters and handouts for events.
2. Prepares financial summaries and budgets as needed for planning, recordkeeping and reporting. Prepares documents and assists with annual audit or financial review.
3. Manages paper files and computer files per the retention schedule.
4. Files Federal and State forms, such as 1099’s, W-9s, I-9s, WOLFs vouchers, Department of Audit forms, state sales tax, etc.
5. Conducts monthly Board meetings: prepares agenda and handouts, presents current financial vouchers and income/expense statements for approval; writes Minutes and publicly posts Board approved Minutes.
6. Provides regular updates to the Park County Commissioners.
7. Implements PCFCD programs, coordinates with various governmental, state, and local entities.
8. Coordinates tree sale and rural well water testing events.
9. Conducts information and education outreach events and fliers.
10. Completes annual reports, annual plans of work, long-range plans and State funding criteria.
11. Prepares subdivision soil reports for the District Board of Directors to review.
12. Writes proposals for grant funding, pursues additional funding venues, and diligently maintain and track fund uses. 
13. Stays informed of legislative activities and Wyoming State Statutes.
14. Attends the annual Area Meeting, the annual State Convention, and other meetings and/or trainings at the request of the Board. Coordinates meetings hosted by the PCFCD.
15. Other duties as assigned.

For more information, please contact Regan Smith at wsvsmith@yahoo.com or 307-899-6130. 

Motivated individuals are invited to submit a letter of interest, resume and two references to Regan Smith, Powell Clarks Fork Conservation District Chairman, at wsvsmith@yahoo.com or 603 Lane 7, Powell, WY 82435. Incomplete applications will not be considered. 

Applicant reviews will continue until the position is successfully filled.
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