 JOB DESCRIPTION- District Technician
HEADQUARTERS LOCATION: Junction Office, 902 College St., Junction, TX
UPPER LLANOS SOIL & WATER CONSERVATION DISTRICT #225
TITLE:
Part time District Clerk/Technician                       
INTRODUCTION:

The primary purpose of this part time position is to provide technical, clerical, bookkeeping and secretarial duties for the Upper Llanos Soil and Water Conservation District (DISTRICT) and technical assistance to the Natural Resources Conservation Service (NRCS).  This position is governed by the policies established by the DISTRICT and by the fiscal operations guidelines of the Texas State Soil and Water Conservation Board (TSSWCB).

For security purposes, the person who fills this position will be subject to a background check and fingerprinting, as required by the District’s federal partners.

DUTIES AND ACCOMPLISHMENTS:

1. Attends monthly, special meetings and other functions of the DISTRICT board as directed.

2. Records accurate notes of business discussed and transacted during board meetings and prepares formal minutes of proceedings to be received by each director prior to the following month’s meeting.

3. Maintains accurate records and files of all DISTRICT financial activities and other business as appropriate.

4. Prepares checks on both State Fund and Trust Fund accounts and reconciles bank statements and account balances.

5. Maintains records of other accounts, such as certificates of deposits, etc.

6. Prepares all reports and forms required by TSSWCB or Natural Resources Conservation Services (NRCS), as requested by the District.

7. Reports to DISTRICT board the status of all accounts and of any other business requiring attention.

8. Prepares and files financial information with the CPA in preparation of the annual financial statement for the Fiscal Year September 1 through August 31. (unless Biennium audit is required by the District)

9. Answers phones and greets/assists guests in office.

10. Provides technical and engineering assistance to producers in the district.

11. Assists with report preparation and conservation plan development.

12. Maintains contact with DISTRICT producers

13. Maintains a conservation liaison with schools and churches as requested

14. Cooperates fully with any guidance, assistance, and activity that may be provided by the Designated Conservationist of the Natural Resources Conservation Service.
15. Performs other duties as assigned.

SUPERVISION:  This position is directly responsible to the board of directors of the DISTRICT and is subject to direct guidance and assistance provided by a designated representative.

PERFORMANCE REVIEW: This position is considered temporary for the first 6 months. Your performance of each duty in this position will be evaluated against requirements developed for the position.  A review will be completed by the personnel committee of the DISTRICT board after 6 months of employment, then on an annual basis during the month of August and will be discussed with you.  Your performance rating is an overall evaluation of your performance.
