EXAMPLE                 JOB DESCRIPTION-EMPLOYMENT AGREEMENT:

XXX Conservation District

JOB TITLE:  
District Secretary
LOCATION:
xxxxxxxxxxxxxxxxxxxxxxxxxxx

SOURCE OF FUNDS: District program revenue, XY County, Grant Revenue 

SUPERVISOR:  An appointed member of the XY Conservation Board will be the direct line supervisor for this position. The District Board of Supervisors has sole authority to make changes to the conditions of employment.

 RESPONSIBILTIES
· Handles telephone and walk-in requests for information by guiding the public to the appropriate source of information.

· Types, mails, and files district correspondence, reports, and newspaper articles.

· Submits required reports by deadlines specified by the Colorado State Conservation Board (CSCB) and others.

· Uses the on-line conservation district Reference Manual as a guide.

· Prepare and mails an agenda prior to board meetings.  Takes minutes at board meetings, recording all board action. Files minutes as permanent record.

· Opens, reads and/or distributes district mail to appropriate board member(s).

· Orders office supplies and materials for poster contest, soil stewardship, fairs, etc.

· Assists with preparations for annual meetings and coordinates arrangements for bi-annual board member elections.

· Assists the NRCS by typing and filing, answers phone calls and meets the public in a courteous and helpful manner.  (The amount of time spent working for the NRCS will be determined by the board of supervisors and the NRCS district conservationist.)

· Keeps district’s financial records.  Prepares a financial statement monthly showing expenses, revenue, income, and a balance.  Distributes the report at each monthly board meeting for board approval.  Secures board authorization for all expenditures.

· Prepares and annual budget and an exemption from audit or provides records for an audit.

· Maintains accurate records for billing and payroll, and completes Workmen’s Compensation, Unemployment Insurance, Social Security (or PERA), and tax withholding forms.

· Keeps financial records and handles orders for special district programs (tree sales, grass seed sales, pipe sales, etc.)

· Gathers information and attends training sessions as requested by the board.

· Promotes a district information program by typing and submitting news releases, making school contacts, etc., with technical assistance from supervisors and/or NRCS staff.

· Performs other related duties as requested by president of the board or the designee.

MINIMUM REQUIREMENTS:

· High School Diploma or GED

· Demonstrate good inter-personal and customer service skills

· Demonstrate good organizational and multi-tasking skills 

· Demonstrate  good oral and written communication skills

· Ability to operate a variety of software programs necessary to complete work assignments.  

· Demonstrate ability to maintain confidentiality of cooperator business and records. 

· Demonstrate ability to be self-motivated and self-directed in the workplace

PERFORMANCE EVALUATION: An initial 3 month probationary period will be assessed by the Board appointed supervisor for this position. A six-month performance evaluation will be conducted by the appointed supervisor and reviewed by the Board of Supervisors. Thereafter, an annual performance evaluation and review will be completed by the appointed supervisor and reviewed by Board of Supervisors. Evaluations will be based on the current job description and any changes to compensation or conditions of employment will be made through Board of Supervisors approval.
GRIEVANCES – the employee will first approach the Board supervisory appointee with any grievance issues unless special circumstances prevent this as a reasonable course of action. In such cases, the employee may approach any member of the Board of Supervisors with their grievance. 
DETAILS OF EMPLOYMENT

Hours - This is a full time position.  Normal hours are 40 hours per week, Monday through Friday, from 8:00am to 5:00pm with an hour for lunch – except for days when evening board meetings are held when evening hours will be required.  Meetings and events may require some work outside of normal hours and occasional overnight travel.

Salary – The salary is $XX per month. Overtime will not be paid except by approval of the Board of Supervisors. Compensation time may be earned at the discretion of the supervisor on a pro-rata basis and may not accrue beyond 10 hours per month. Monthly salary will be paid by check on the last working day of the current month. Any pay increases will be merit-based, awarded annually and based on performance evaluations. 

Holidays -Ten paid holidays will be provided each year:  New Year’s Day, Martin Luther King’s Birthday, President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, and Christmas Day.

Annual Leave and Personal Leave - Annual and Personal Leave will be earned at a rate of 8 hours per month and cannot be used until after six months on the job.  A maximum of 80 hours of annual and personal leave may be carried over to the next year.  Upon separation an employee is paid for all unused accrued annual leave up to the 80 hour maximum.  A signed leave slip submitted and approved by supervisor in advance will be required.

Sick Leave and Family Leave - Sick and family leave will be earned at a rate of 6 hours per month from time of employment.  A maximum of 100 hours of sick leave may be carried over to the next year.  However, any balance will be lost at the time of job termination. Sick leave earned in excess of the 100 hour maximum will be converted to annual leave at a rate of 1hr. Sick = .25 annual.  The maximum 80 hours carryover will still pertain. If more than 24 hours of sick time is taken consecutively, a doctor’s note will be required to be provided to supervisor in order for sick hours to be paid.
Other benefits - Workers' Compensation, unemployment and general liability insurance will be provided by the District. Other benefits may be provided as agreed at time of hiring and attached as part of this employment agreement.

Work-related Illness, Injury or Accident - An employee who suffers an on-the-job injury, illness or accident is responsible to report the injury, illness and/or incident to his or her supervisor immediately.

Expense Reimbursement - Standard forms are available in which business expenses due for reimbursement can be reported to the board for approval.
Termination of Employment - This employment agreement does not imply a contract.  Employment is "at will" and may be terminated at any time by either party with or without cause. However, a courtesy expectation of 10 working days notice by either party is expected for release of employment.
If the employee is absent from work for more than three consecutive working days without contacting his or her supervisor, the employee will be considered to have resigned.

Signatures:

____________________________________

Date:__________

Employee

____________________________________

Date:__________

XX Conservation District

