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District Manager Orientation & Development Topics

Tuesday, November 16, 2010 


	Conservation Districts Background
	Completed

	Conservation District structure & history
	

	District & Supervisor powers & authorities (RCW 89.08)
	

	Responsibilities & duties of a District Board Member
	

	Related laws overview – meetings, records, ethics
	

	
	

	Conservation Commission Background
	

	WSCC structure, function & purpose 
	

	WSCC powers & authorities (RCW 89.08)
	

	WSCC membership
	

	WSCC staff, structure, lead roles, background and experience – who to call
	

	Regularly scheduled events – meetings, teleconferences, webinar
	

	WSCC policies & procedures
	

	
	

	Partner Organizations Structure & Background
	

	WACD structure, function & purpose 
	

	Area association structure, function & purpose 
	

	WADE structure & purpose
	

	NACD structure, function & purpose 
	

	NRCS structure, function & purpose 
	

	Local Work Group structure & purpose
	

	Ecology structure & purpose
	

	Acronym “soup”
	

	Local, state & federal programs – district involvement
	

	Partnering with local, state & federal agencies
	

	Memorandums of Understanding & other agreements
	

	Partnering with private organizations
	

	
	

	District Manager Position 
	

	Position description, duties, responsibilities, supervision, evaluation
	

	Responsible for the management of all aspects of a district’s operation
	

	Critical role in District’s success
	

	Build a strong and productive district through your positive working relationship with the board members, public, and partners
	

	District planning & reporting
	

	District projects
	

	District finances
	

	District visibility
	

	Communications – board & partners
	

	Information & education
	

	
	

	
	

	
	

	District Planning & Reporting
	

	District mission
	

	District activities – current & planned
	

	Long range planning (every 3 years)
	

	Annual planning (due xxx each year)
	

	Annual reporting – compelling story & natural resource status report (due xxx each year)
	

	Connection between the plans and reports, grant programs – “Promises Made – Promises Kept” 
	

	Project planning & management 
	

	
	

	District Operations
	

	Operating a Conservation District “business”
	

	District Policies – eg. personnel, vehicle use, credit card, etc
	

	Contracting & bidding
	

	Supervisor election & appointment procedures
	

	Governance responsibilities - public official
	

	Policies, insurance, & risk management
	

	Laws effecting district operations – public records, open public meetings act
	

	District operations reviews
	

	Effective board functioning
	

	Effective board meetings – agenda, board packet, reports of conservation work completed, financial reports, meeting notice, minutes, correspondence
	

	Executive sessions  - when within law to hold
	

	Organizational management
	

	Committee effectiveness
	

	
	

	Grant Programs
	

	Types & purpose – WSCC grants
	

	District scopes of work
	

	Relation to district planning & reporting
	

	Combined grant application 
	

	Grant vouchering & bookkeeping
	

	Accountability
	

	Ecology, RCO grant programs
	

	
	

	District Finances & Accounting
	

	District bookkeeping techniques
	

	Financial controls & requirements
	

	Fiscal management & cash flow
	

	Diversifying funding sources & opportunities
	

	BARS accounting system
	

	Project accounting
	

	Audit requirements – internal & state
	

	Administrative rules – governance, budget and budget management
	

	Sales tax reporting
	

	Schedule 4 annual financial report (due xxx)
	

	Schedule 22 
	

	1099’s to cooperators receiving payments from District
	

	Payroll accounting – social security, medicare, unemployment, workers compensation, Labor & Industries insurance, composite rate calculation
	

	Annual & sick leave – district personnel policy
	

	
	

	Human Resources:
	

	Personnel management
	

	District personnel policy
	

	Enduris services available
	

	Dealing with difficult people
	

	Conflict resolution 
	

	Building a district team
	

	Working effectively with board members
	

	
	

	Communications & Information Exchange 
	

	Internal & external communications & information exchange
	

	WSCC web site use and resources for forms, information, schedule
	

	WACD web site use and resources 
	

	Communications with Supervisors
	

	
	

	Public Outreach & Involvement
	

	Marketing 
	

	Public & Stakeholder Involvement
	

	Working with the Media
	

	Public relations – promotion of district activities
	

	Basic Facilitation
	

	Legislative Relations
	

	
	

	Advanced District Operations
	

	Advanced Conservation District Law
	

	Ethics and Related Laws Effecting Supervisors & Associate Supervisors
	

	Programs Available to Conservation Districts
	

	Environmental issues  - Multiple Topics
	

	Locally-led conservation 
	

	Advanced program planning
	

	 
	

	Education
	

	Youth education
	

	Teacher workshops
	

	Technical workshops for cooperators
	

	
	


	Additional District Manager Skills Development
	Completed

	Facilitation and mediation skills
	

	Written communication skills
	

	Problem solving
	

	Partnership and group dynamics
	

	Public relations 
	

	Environmental issues  - multiple topics
	

	Administrative training – multiple topics
	

	Meeting facilitation
	

	Effective leadership
	

	Policy making & WACD resolution process
	

	Problem Solving
	

	Group Dynamics
	

	Advanced Legislative Relations 
	

	State & Federal Legislative Process
	

	Advanced Meeting Management & Facilitation
	

	Associations Structure & Function
	

	WACD Governance, Bylaws, Structure
	

	Advanced Personnel Management
	

	Advanced Communication
	

	Public Speaking 
	

	Effective Presentations
	

	Public & Media Relations
	

	Alliance Building
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