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MONTANA ASSOCIATION OF CONSERVATION DISTRICTS

 

Position Title:                        EXECUTIVE DIRECTOR
Location:                                HELENA
Job Status:                             Full Time Permanent
Salary:                                    DOE
Hours:                                     Daytime – 40 hour work week
Closing Date:                         Applications must be received in the office or postmarked by 04/09/2008 
Application 
Materials 
Required:                               1) Letter of interest 
                                                2) Resume
                                                3) Three professional references with current contact information, including phone numbers             
 
Send Application Materials to:  
Montana Association of Conservation Districts

501 North Sanders, #2

Helena, MT  59601

 

Salary and Benefits
Starting salary $35,000 + depending on experience, full-time, with a probationary period of 12 months, after which retirement benefits begin.  Health insurance benefit is provided.  At the discretion of the board of directors a vehicle may be provided, otherwise a vehicle allowance will be provided.  MACD provides annual leave at a rate of 15 days per year, and sick leave at 12 days per year.  Additionally, MACD recognizes all state holidays.  Travel is limited, but reimbursed according to current MACD rates for mileage, per diem, and lodging.

 
Function of the Association

The Montana Association of Conservation Districts (MACD) was created to serve Montana’s 58 conservation districts.  MACD is a non-partisan, non-profit organization guided by a statewide board of directors, which receives input and direction from all conservation district supervisors.  The purpose of MACD is to equip districts with the authorities, powers, and funding necessary to enable districts to complete their responsibilities as elected officials.  MACD facilitates communication between districts themselves, with federal and state agencies, and with other organizations; works with the state legislature and Congress to affect natural resource policy; acts as an information clearinghouse for districts; and generally promotes awareness of districts and their conservation activities.

 

Duties and Responsibilities of Position

As directed by the MACD board of directors, the executive director performs the following duties:

· Implement the programs, policies, and administrative decisions enacted by the board of directors. 

· Act as the association’s liaison to federal and state natural resource agencies, and to various organizations and individuals, to promote conservation district programs and coordinate other activities with those of Montana’s conservation districts.  Maintain working relations with directors and personnel from other agencies dealing in soil and water conservation and other natural resource issues. 

· Represent the association during the legislative sessions, including:  monitoring legislative activities; presenting testimony on individual pieces of legislation; organizing member testimony on legislation; and, consulting with association leadership to formulate association policy. 

· Act as liaison to Montana’s congressional delegation, including:  coordinating lobbying efforts; submitting association comments on federal rules; and, orchestrating and participating in the association’s annual lobbying trip to Washington, DC. 

· Provide staff assistance to MACD standing committees and assist them in developing policy, including:  formulating meeting agendas; organizing resolutions; and, keeping committee chairs informed regarding issues affecting each committee. 

· Assist conservation districts in obtaining project funding, including:  traveling to project areas; grant writing; researching and explaining available funding programs; and, assisting districts with application processes. 

· Provide assistance to conservation districts in carrying out their authorities and programs, including:  advising districts regarding laws applicable to subdivisions of state government; consulting with districts on personnel matters; and meeting with individual districts to discuss concerns regarding district programs, state and federal programs and projects, and various natural resource issues.  Arrange for and/or conduct continuing education workshops for members. 

· Publicize conservation district programs and activities through preparation and distribution of new releases, newsletters, and presentations at various functions both within and outside Montana.  Maintain association’s website. 

· Coordinate annual convention and various other meetings as directed, including:  determining agenda content; inviting speakers and guests, organizing meeting functions; and, contracting for accommodations. 

· Supervise operations of association office, including:  budgeting; managing association contracts and project grants; approving purchase of equipment and supplies; maintaining association office; and, supervising association employees. 

· Update board of directors and CDs with a weekly report of association activities. 

· Additionally, act as the executive director for the Soil and Water Conservation Districts of Montana, Inc., an (501)(c)(3) organization, performing similar duties. 

· Perform other duties as directed by the MACD board of directors. 

 

Competencies
Required knowledge includes conservation district laws, and administrative rules of Montana related to conservation district law.  Required knowledge includes operations of conservation districts and procedures under which conservation district’ operate. Required skills include organizing and implementing programs, systems and processes, the ability to deal with diverse individuals and groups in a cooperative and productive setting, and use effective communication skills. Required skills include technology applications and equipment use. Abilities include well-developed interpersonal relations skills extending to the MACD board of directors and all levels of the conservation districts’ boards and staffs served by the MACD staff and leadership, a strong work ethic, and a thorough understanding of cooperation and collaboration to achieve goals, and a commitment to improve conservation throughout Montana. 
 
Education/Experience
The knowledge, skills and abilities required to perform the duties of this position can be acquired through a bachelor’s degree, preferably in a natural resource field and five years’ experience in the conservation or natural resource area or an equivalent combination of education and/or experience in conservation education, conservation district operations, natural resource issues and/or other related areas. Experience should include working with limited supervision; organizing and prioritizing tasks to assure completion; effectively communicating orally or in writing; and working effectively with diverse persons and groups to establish an ability to work with the board of directors, conservation district supervisors and employees, Congress and the legislature, governmental agencies, the general public, and various organizations.  Experience should include the querying data and knowledge of power point formats and other technology/computer applications. Experience and knowledge of conservation district structure and programs are required and administration experience is preferred.
 

Physical Demands and Working Conditions
The individual in this position must posses a valid driver’s license, and must be able to travel by auto or air.  The individual must be able to, at times, work under stressful conditions.  The demands of this position may, at times, require the employee to work more than an 8-hour day and/or 40-hour week.
 

Reasonable Accommodations 
Under state and federal law qualified applicants with disabilities are entitled to reasonable accommodations. Modifications or adjustments may be provided to assist applicants to compete in the recruitment and selection process, to perform the essential duties of the job or to enjoy equal benefits and privileges of employment available to other employees. An applicant must request an accommodation when needed. If you need any such accommodation, contact MACD using the information provided on this announcement.  

   

Immigration Reform and Control Act 
In accordance with the Immigration Reform and Control Act, the person selected to fill this position must produce within three (3) days of hire, documentation that he/she is authorized to work in the United States. Examples of such documentation include a birth certificate or social security card along with a driver's license or other picture I.D., a U.S. passport, a Permanent Resident Card, or an Alien Registration Card (Green Card).

 

Equal Opportunity Employer 
The Montana Association of Conservation Districts receives federal funds and prohibits discrimination on the basis of race, color, sex, age, national origin or disability

 

