Employment Application

‘ Applicant Information ' L o

Full Name: Date:
Last Firs! M1
Address:
Strest Address Aparment/Unit #
City State ZIP Code
Phone { ) E-mail Address:
Date Avaiiable: Socia!l Security No.: Desired Salary: &
Position Applied for:
YES NO YES NO
Are you a citizen of the United States? N [ Ifno, are you authorized to work in the U.S.7 ] ]
Have you ever worked on natural resource YES no  If yes, provide attachment
issues”? (] []  detailing work experience?
YES NC
Have you ever been convicted of a felony? O ]

If yes, explain:

High School: Address:
. YES NQ
“rom; To: Did you graduate? 1 " Degree:
College: Address:
YES NO
From: To: Did you graduate? [ O Degree:
Other: Address:
YES NO
Feom: To Did you graduate? [ O Degree:

Flease list three professional references.

Full Name: Relationship:
Company: Phone: { )

Address:

Full Name: Relationship:
Company: Pheone: { )

Address:

“ull Name: Relationship:
Jompany: Phone: { )

Address:



Previous Employment -

$

sompany! Phone: (
Address: Supenvisor:
Job Title: Starting Salary: $ Ending Salary:
Responsibilities:
From: To: Reason for Leaving:
YES ND
May we contact your previous supervisor for a reference? O ]
Company: Phone: {
Address: Supervisor:
Job Title: Starting Satary: $ Ending Salary: $
Responsibilities:
From: To: Reason for Leaving:
YES NO
May we contact your previcus supervisor for a reference? O] ™
Company: Phone:  {
Wddress: Supervisor:
Job Title: Starting Salary:  § Ending Safary: §
Responsibilities:
From: To Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? 0 O

o Military Service :

To:

Branch;
Rank at Discharge:

If other than honorable, explain:

. Disclaimer and Signature )

From:

Type of Discharge:

! cerlify that my answers are true and complefe to the best of my knowledge.

If this application leads to employment, | understand that false or misieading information in my application or interview

may result in my release.

Signature:

Date:




JOB DESCRIPTION

District Administrator

The District Administrator;

e L= AR (O

e

in cooperation with various federal, state, and tocal agencies, assesses the need {or conservation wark
within the district and recoimmends actions and programs to meet these needs;

Maintains a cooperative relationship with the District Conservationist as well as with all natural resource
agencies within the district;

Coordinates district involvement and assistance as requested by the District Conservationist and with all
natural resource agencies within the district;

Prepares a drafl annual plan of work and proposed budget for review by the district board;

Maintains adequate records and prepares various reports for submission,

Identifies sources and recommends actions to the board to secure operating funds for the District;
Identifies sources and recommends actions to the beard to secure the needed personnel for district
operations;

Enitiates and directs a public information program through individual contacts and other avenues:
Compiles information to facilitate the decision-making and policy setting function of the district board.
which includes keeping abreast of all federal, state and local laws that affect the conservation work within
the District;

. Maintains accurate time and attendance reports and manages a monthly payroll for all district employees;
. Serves as receptionist to the district and NRCS office by answering phone calls and meeting the general

public in a courteous and helpful manner;

. Maintains office supplies in sufficient quantities for oftice stafl;
. Maintains records of district business transactions on a daily basis in a neat and orderly fashion subject to

regular review by the district board or its designes,

. Prepares and presents a financial report at each board meeting, or as requested by the board of directors,

in conjunction with the reporting of previous board meeting minutes;

. Collects payment of items for sale by the district office, identifies prospective opportunities for items that

would benefit the district and compiles information for presentation to the district board;

. Completes the yearly registration of water wells and collects fees as directed by the respective agency and

as approved by the district board,

. Types correspondence, a quarterly district newsletter, newspaper copy, and other reports and material

necessary for the operation of the oifice in a timely, typo-free and grammatically correct manner;

. Serving as the buitding and propenty facilitator, identifies and recommends actions to the board of

directors and fellow district team members necessary to maintain the appearance and cleanness of district
resources, building, grounds and property;

. Supervises to maintain all work areas in a neat and orderly professional manner;

. Attends district board meetings regulariy;

. As a non-supervised employee directly communicates with district directors on a continuing basis and

- Performs other duties as needed and as assigned by the district board to meet the goals and obligations of

the District.



Supervision

The veeupant of this position works independently of direct day-to-day supervision and is considered a
team member with other non-supervised employees and 1s considered a team member with other non-
supervised employees.

Policy and program direction is received from the district board.

Performance Review

The performance of each duty inthis position will be evaluated against the requirements developed tor
the positien. A formal review will be completed by the personnel committee of the district board on a
yearly basis or as needed and will be discussed with the employee. The performance rating is an averall
evaluation of the performance. It along with available funding. will be the basis for any merit pay
increases granted by the district hoard.

Summary Statement

Al duties and actions taken by the incumbent of this position while on official duty will be performed in
a safe and healthful manner and witl be of a nature 1o rellect favorably on the District.



