JOB DESCRIPTION - GENERAL MANAGER

Nemaha Natural Resources District
(June 2019)

General Description and Responsibilities:

· The position of General Manager (GM) is a full-time position with the Nemaha Natural Resources District and operates out of its headquarters located in Tecumseh, Nebraska. The position qualifies as “exempt status” as defined in the federal Fair Labor Standards Act. This position is directly accountable to the Board of Directors (BOD) and is responsible for daily operations and overall administration of district activities to include project planning/execution, watershed development, water quality/quantity monitoring, recreation development/maintenance, staff management, and other functional areas.  The GM will coordinate with other staff supervisors to ensure functions are completed in accordance with policies established by the BOD.  

Specific Duties:

Staff Supervision

· The GM has oversight and supervises all staff members
· Conducts periodic performance evaluations on the Assistant Manager (AM), Administrative Assistants, the Water Resources Manager (WRM) and other staff directly supervised by the GM
· Oversees all other staff and consults with their supervisors, works schedules, work plans duties, work issues and performance evaluations and work issues.

· Makes recommendations to the Board on staffing changes.

· Review and revise the District’s Personnel Policy as necessary

· Responsible for hiring new and replacement staff including the development of job descriptions, creating job notices, reviewing applications and performing interviews.

· Assigns staff to attend board meetings and assist board committees

· Reviews employee performance issues, oversees the employee complaint process, determines penalties and terminates employees if determined necessary.

· Updates and informs the Board’s Executive Committee on employee issues
· Approves hiring plan for seasonal employees 
· Coordinates directly with Administrative Assistant (AA) regarding volunteer activities, and employee development/training.

Insurance and Employee Benefits

· Oversee District property and liability insurance coverage
· With the assistance of the AA evaluate agent performance and coverages to determine the need to make changes or revisions to the coverages. 
· Coordinate with the AA on reviewing proposals for providing property and liability coverage.

· Coordinate with the AA on submitting property and liability claims

· Monitor District staff health insurance and retirement programs and provide updates changes to the staff.
· Acts or appoints staff to act as District liaison with NARD for the health insurance and staff retirement program.

Information and Education Programs

· Oversee and work with District staff on Information and Education Programs

· Serve as the District’s spokesperson for the media and at meetings and events

· Provide direction to AA on Information and Education programs.

· Provide articles and information for the newsletter.

· Provide information to AA and review news releases.

· Assist with education programs including WOW Camp. Land Judging and Range Judging.  

Watershed Programs and Projects

· Coordinate watershed planning activities
· Create and implement funding plans for projects
· Oversee the development grant applications
· Coordinate selection and contracts with private consultants

· Oversee or assign oversight of projects to appropriate staff
· Monitor project design and permitting

· Coordinate and work with assigned staff on land rights acquisition
· Monitor project bidding, contracting and construction  

· Monitor watershed maintenance activities in coordination with the AM and other appropriate staff

· Review watershed maintenance plans and work with AM to develop annual budget
· Approve minor (under $5,000) and emergency watershed structure repairs

Recreation Programs

· Oversees staff operation and management of district recreation areas and Steamboat Trace Trail

· Work with the AM and field staff to assure that public recreation areas and Steamboat Trace are properly operated maintained

· Work with the AM and field staff on planning and implementing facility upgrades at District recreation areas and Steamboat Trace.

· Develop/revise rules and regulations for District public recreation areas and work with staff and law enforcement to assure they are properly enforced.

· Approve temporary facility closures or public use limitations.

· Work with staff to address any recreation area or trail user complaints or issues

District Budget

· Coordinates the preparation of the district’s budget and submit it to the State as required.
· Work with the AM, WRM, Administrative Assistants and other staff to obtain and evaluate their requests for expense and revenue items for inclusion in the budget.

· Determine revenue and expense items items to be included in the annual budget

· Make budget and property tax request recommendations to the Board
· Work with the Board to make adjustments necessary to develop the final budget.

· Work with the AA to obtain accounting information needed to complete the budget including, but not limited to cash carryover, accounts receivable, accounts payable, property valuations and prior year’s actuals

· Coordinate with the AA to develop budget presentation materials for the Board and complete and submit to the State the necessary budget forms.
· Review budget verses actuals expenses and revenues throughout the year
District Accounting, Bank Accounts and Audit
· Oversee administrative staff responsible for accounting and bookkeeping

· Review and approve bill payment requests

· Review monthly treasurer’s report

· Monitor monthly cash flow

· Review and approve accounting adjustments

· Act as signatory on District bank accounts including signing checks and bank account transfers.

· Oversee with AA responsible for coordinating the annual audit
· Work with the AA and Executive Committee to acquire proposals from qualified firms to complete the annual audit
· Communicate with and provide the auditor with any information and documents needed to complete the annual audit

· Work with the AA to complete the Management Discussion and Analysis required for the annual audit
· Review the annual audit prior to final action by the Board.
Surface and Groundwater Programs
· Oversees and work with staff on surface and groundwater programs

· Work with the WRM on planning and setting future direction for District water programs
· Coordinate with the WRM on updating the District’s groundwater quality and quantity plans

· Assists with revisions of District groundwater quality and quantity rules and regulations.

· Coordinates with WRM on the enforcement of rules and regulations

· Coordinates with WRM on water related monitoring and data collection activities.

· Assists the WRM on the development and implementation of Integrated management plan.

· Work with the WRM, communities and Rural Water Districts to address public water supply and Wellhead Protection Issues. 

District Facilities, Vehicles and Equipment

· Oversee and monitor the condition and maintenance requirements of District office, storage and maintenance buildings
· Coordinate the maintenance and repair of building with staff

· Approve repairs to buildings 

· Evaluate needs for office updates and expansion

· Work with AM and other staff to determine the District vehicle needs

· Coordinate with the AM and other staff for the timely replacement of vehicles and equipment

· Work with staff on disposal of equipment that is no longer needed

· Monitor vehicle and equipment to assure they are in safe working condition.  Approve major repairs.

Other Responsibilities
· Oversees all district cost-share programs to include Small Dams Program, Soil & Water Conservation Program, Wildlife Habitat Programs, Urban Special Projects, Groundwater Program and other programs as they develop.  

· Responsible for the development and revision of the District’s Master and Long-Range Plans

· Monitor all programs and coordinate with staff to assure that the appropriate level of technology is being utilized to carryout activities in the most efficient manner. Make recommendations to the board when upgrades are necessary  
· Responsible for monitoring and working with contracted attorneys on legal matters affecting the operation or administration of the district.

· Help select and work with private consultants hired to assist the NRD with projects and programs

· Attends various seminars and conferences to maintain awareness and keep abreast of changes for district functions and responsibilities.
· Operates standard office equipment in the performance of job duties, i.e. personal computer, fax machine, copier, etc.

· Establishes and maintains positive public relations with the general public, other employees, and other governmental agencies and officials

· Answers inquiries from the general public; receives citizen complaints and resolves the situation in conjunction with appropriate staff.

· Conducts public hearings/meetings as necessary.
· Primary contact between the staff and the BOD.  Serves as the staff representative on Executive Committee. 

· Primary contact with local, state and federal legislative officials.  Responsible for promoting district activities/projects and the pursuit of funding at all levels of government.  

· Completes other duties as assigned by the BOD
