


PROJECT MANAGER’S POSITION DESCRIPTION


(~20 hours per week, salary of $10.00-$12.50/hour. FAX resume to 715-748-4836 by 2-6-04)





Background





The incumbent’s position is located at the Pri-Ru-Ta Resource Conservation and Development (RC&D) Council, Inc. office in Medford, Wisconsin.  The Council is a 501(c)3 non-profit corporation that provides assistance and leadership to community partners to help meet


resource conservation and development challenges in Northwestern Wisconsin. The incumbent is a Council employee and will serve in the capacity of Program Manager.  As the Project Manager, the incumbent will assist the Council in carrying out the goals and objectives addressed in the Pri-Ru-Ta RC&D Area Plan.  The position will be non-routine in nature and the incumbent will be required to work with many complex and diverse programs.  





Employee supervision and performance reviews will be conducted by the Personnel Committee of the Pri-Ru-Ta RC&D Council, Inc. The day to day direction to the Project Manager will be provided by the RC&D Coordinator, who is an employee of the Natural Resources Conservation Service.  





Duties and Responsibilities





The Project Manager will serve the ten-county area which comprises the Pri-Ru-Ta RC&D Area in Northwestern Wisconsin, with duties and responsibilities to include:





Assist the Council in developing relationships with partners to better understand available resources and resource needs.


Represent the Council at partner meetings.


Identify opportunities for the non-profit Council to contribute to resource conservation and resource development efforts.


Assist the Council in developing deeper levels of common understanding with area tribes and other traditionally underserved groups





Understand and demonstrate to partners, the Council’s capacities as a non-profit to provide assistance on projects.


Understand and communicate the strengths and limitations of the Council as a 501(c)3 non-profit corporation.


Create informational materials and carry out activities to improve public awareness of the roles and function of the Pri-Ru-Ta RC&D Council, Inc.


Assist the Council in contributing to area-wide planning, education and outreach, and facilitation activities, e.g., workshops, seminars, conferences.





Secure and administer funds to implement partnership projects.


Conducting grant searches.


Assisting partners with grant writing.


Carrying out grant administration tasks e.g., submitting invoices, writing reports.


Assisting the Council with fundraising activities.





Management of council business operations.


Develop non-profit management skills.


Assists Council with the implementation and updating of the Pri-Ru-Ta RC&D Annual Plan of Work, Area Plan, and project progress database.


Assist the Council Treasurer with maintaining financial records and completing tax reporting obligations.


Coordinate meetings, i.e., agendas, registration, travel, speakers, mailings, minutes, amendments to by-laws, etc.


Coordinate with contracted accountant on employee payroll issues.


Assist with project budgets and Council indirect cost calculations.


Assist the Council with issues regarding; staffing potentials, hiring, and personnel management.


Keep abreast of current developments in RC&D policy, federal and state legislation, and funding sources.


Attend RC&D Council meetings as required, assisting the Coordinator with agenda items and maintaining records of proceedings.





Perform all duties in a manner supportive of the civil rights policies, without regard to race, color, religion, sex, marital status, age handicap, national origin, or political affiliation.





Maintain a valid state driver’s license.  To perform some of the above duties, the incumbent must serve as an incidental motor vehicle operator.  This may require the operation of a motor vehicle on both public and private roads during daylight hours and occasionally after dark.





Levels of Competence and Minimum Requirements:





Ability to utilize independent judgment and discretionary powers in carrying out RC&D Council activities.


Competence is needed in the operation of computers and software applications including database management, word processing, spreadsheet applications, electronic communications, and automated accounting applications.


The Project Manager must possess good written and oral communication skills, including effective public relations skills.


Experience with grant writing and a good understanding of grants administration is desirable.


Experience with record keeping and fund management is desirable.


At least two years of higher education and two to three years of related work experience with nonprofit organizations is preferable.


