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Waseca Soil and Water Conservation District 
Job Description

Job Title: Finance & Administrative Specialist

[bookmark: _heading=h.guz2zy5fylp]GENERAL PURPOSE OF JOB 
This is a full time, administrative position for the Waseca Soil and Water Conservation District (SWCD), and is responsible for providing a variety of financial, administrative, clerical, and receptionist duties to support the staff, the Board of Supervisors, and the activities of the Waseca SWCD. Employees must exercise professional courtesy in their frequent contact with the public, staff, and supervisors, and must exercise initiative and independent judgment in all phases of work. 
ESSENTIAL DUTIES AND RESPONSIBILITIES (Other duties may be assigned)
Responsibilities include maintaining monthly financial records, such as check registers and bank statements, coordinating with external accountant to prepare monthly financial statements, processing of accounts receivable, accounts payable, coordination with the accountant, updating BWSR eLink, grant management, annual State Audits, and personnel records. Other duties include assisting with Waseca SWCD board meetings, attending monthly evening board meetings (Second Thursday of the month at 6:30 p.m.), preparing monthly board meeting minutes, assisting with Board of Supervisors packets, and related work as apparent or assigned.
			
The following examples are intended to describe the normal duties for this position. This is not to be construed as an exclusive or all-inclusive list of duties performed.  Other duties may be required and assigned accordingly.
Manage SWCD Financial Affairs:									
Maintain and manage an accurate account of the Waseca SWCD financial records, bank accounts according to the guidelines set by the State of Minnesota State Auditor, ensuring thorough and accurate records are kept in compliance with Minnesota Statutes governing expenditures of public funds through the following: 
· Maintain all accounts, ledgers, and monitor/oversee all financial transactions ensuring conformance to proper accounting practices and internal controls including:
· Accounts Receivable: preparing invoices, bills, receipts, and collecting amounts owed to the Waseca SWCD, and deposit all income in a timely and efficient manner.
· Accounts Payable: submit payments for liabilities and bills approved by Waseca SWCD Board of Supervisors.  Keep program records of expenditures and justification of funds used and spent that were granted by other agencies.
· Sales tax payments.
· Maintain financial records of bank deposits and investments, and account reconciliation.
· Process reports and records in accordance with policies, and local, State and Federal rules and regulations. Coordinate with accountant for bi-weekly payroll, payroll taxes, Public Employee Retirement Accounts (PERA), MN Dept. of Revenue, IRS and verify accurate employee benefit deductions. Process health insurance payments and deposit payments into HSA accounts.  
· Prepare Supervisors per diems, compensation, and expense records.
· [bookmark: _heading=h.nxtaiyomqk90]Provide all necessary documents to the accountant for the preparation and filing of 1099’s.  Coordinate with external accountant for timely filing of W-2’s, W-3’s, 941 quarterly reports for Federal and State agencies on all District employees and supervisors.
· Assist with the research, management, monitoring, and administration of all grants for the Waseca SWCD, including tracking, data-entry, and submission of reporting to the Minnesota Board of Water and Soil Resources (BWSR) and other local, state, and federal projects in eLINK or other reporting system platforms.  Coordinate with staff to complete the required BWSR e-Link reporting by the February 1st deadline and other deadlines.
· Maintain and track grant dollars coming in and going out of the district and track grants quarterly via program grant logs.  
· Assist with review of the Waseca SWCD property/casualty liability and worker’s compensation insurance with Minnesota Counties Insurance Trust (MCIT).
· Prepare and submit annual MCIT reports.
· Provide all necessary fiscal documents to the accountant so they may generate, prepare and provide monthly, quarterly, and year-end financial statements.  
· Assist the District Manager with the preparation of the annual budget for review and approval by the Board of Supervisors and Waseca County Commissioners.
· Arrange and prepare materials and information for the Waseca SWCD yearly audit, and provide necessary assistance to the hired auditor.  Supply the hired auditor with additional information during the audit as requested.
· Maintain and complete the monthly and year-end financial and administrative checklists.
· Format and reproduce documentation as requested.
· Explain financial records to others as needed.  

Provide Support to District Board of Supervisors:							
· Post proper public meeting notices of monthly and special board meetings as required by the Minnesota Open Meeting Law.
· Attend all board meetings (second Thursday of the month at 6:30 P.M. as determined by the Board of Supervisors) to communicate financial issues and answer questions on financial reports in order to increase awareness and improve decision-making for the Board of Supervisors.
· Assist the treasurer with presenting the Treasurer’s Reports, all financial reports, and bills payable at monthly board meetings.  Prepare all accounts payable for District Manager’s review and send out payments after Board of Supervisors approval.
· Assist the District Manager in preparation for the Board of Supervisors meeting, including the meeting agenda, supervisor board packets (sent email at least 5 days prior to the board meeting), board meeting preparation, and other paperwork needed to facilitate monthly and special board meetings.
· Record and transcribe minutes of Board of Supervisors meetings for the official record, submit draft minutes for approval, post approved minutes to the website, and conduct follow-up activities after meetings.

Administration and Performance of Other Duties:							
       -      Provide customer support when requested staff is not available for phone communications and walk in 
              customers.  Greet, receive inquiries, answer if possible or forward customer to proper employee or 
              provide customer’s information to proper individuals in a timely manner.
· Has basic understanding of SWCD programs and services.
· Identify and request appropriate training, and attend training sessions, courses, classes, seminars, conventions, conferences, and other meetings in order to continue to keep up to date with career development by improving relevant knowledge, skills and abilities.
· Maintain cooperative agreements and relationships between various entities and agencies.            
· Maintain and monitor office and field supplies and equipment inventory records, and upon approval of the District Manager, order and purchase needed items ensuring supplies are on hand for daily working operations.
· Update, maintain, and manage the office filing systems, including all paper and electronic records according to the record and data retention, policies, and procedures, and data practices standards set by local, State and Federal entities. 
· Assist with the promotion and sales of revenue earning programs and products such as annual tree sales and equipment rental.  Assist staff with paperwork for RIM inspections, project inspections, and contribution agreements.  
· Assist with annual newsletter, fair booth, annual report, annual plan of work, and outreach and education efforts.  
· Promote conservation education in all county schools through providing yearly coloring books and making them aware of soil stewardship materials.  
· Assist staff in maintaining and updates to SWCD website.
· Assist with other duties, programs, office operations, and other staff and individuals to implement and promote conservation programs as assigned.


REQUIRED QUALIFICATIONS
To perform this job successfully, an individual must be able to perform with the required knowledge, skills, and/or abilities listed below effectively. Reasonable accommodations can be made to enable individuals with disabilities to perform the essential functions. Experience in an administrative role involving accounting and recordkeeping, and a degree in business administration, accounting, or related field, or an equivalent combination of education and experience is preferred. Excellent and respectful communication, organizational and interpersonal skills are a must. Computer skills, bookkeeping, and accounting experience is necessary.

EDUCATION AND EXPERIENCE:
· Two years of post-secondary education, such as an Associate’s Degree in business administration, accounting, or closely related field plus two years of related progressively responsible office, administrative, clerical, and/or general accounting experience in an environment with high levels of customer service. 
OR 
· an equivalent combination of education and experience to equal or exceed 4 years.
AND

· Must have knowledge or experience with accounting and bookkeeping. 
· Must be self-motivated, able to learn quickly, follow instructions, and handle multiple projects at once. 
· Must possess strong organizational, interpersonal and respectful communication skills, both written and verbal.
· Must possess meticulous recordkeeping skills. 

REQUIRED KNOWLEDGE (position requirements at entry)
· Accounting and bookkeeping theories, principles, methods, and practices.
· General understanding of the operations of computer programs including the Microsoft Office suite. 
· Standard receptionist and office practices, procedures, equipment, and office assistance techniques.
· English composition, grammar, spelling, and arithmetic.

REQUIRED SKILLS (position requirements at entry)
· Understand and apply governmental accounting practices of financial records, and verify and balance financial data.
· Prepare accurate, clear, complete, and concise accounting documents, reports and forms.
· Make arithmetic computations and compute rates, ratios, and percentages.
· Communicate effectively in oral and written form, and follow oral and written instructions.
· Ability to communicate with proper tone and composure with a respectful demeanor.
· Writing, editing and proofreading routine reports and correspondence.
· Ability to establish, develop and maintain effective working relationships with customers, associates, vendors, supervisors, co-workers, other SWCD and county staff, outside natural resource agencies/organizations/partners, and members of the public, both in and outside of the district.
· Read and interpret documents such as policies, procedure guidance, contracts, and regulations.
· The operation of equipment and machinery requiring simple but continuous adjustments, such as computers, keyboards, copiers, printers vehicles, and other equipment as necessary
· Plan and carry out assignments independently and be self-motivated.
· Attention to detail. 

DESIRED SKILLS
· Experience with governmental accounting, governmental financial law, and payroll.
· Understanding of various local, state and federal government duties and roles as they relate to the SWCD’s mission.
· Experience with grant writing/reporting and project/program support.
· Experience with BWSR’s eLink reporting system.
· Experience with outreach and education
· Background in agriculture, natural resources, or water quality.  
CERTIFICATES AND LICENSES 
A valid Driver’s License or evidence of equivalent mobility (Individuals required to use Waseca SWCD vehicles and equipment must have a valid driver’s license).
[bookmark: _heading=h.10si918lohnh]WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee may be exposed to occasional outdoor weather conditions including occasional exposure to wet and/or humid conditions, extreme cold, extreme heat, moving mechanical parts, fumes or airborne particles. The noise level in the work environment is occasionally loud as it is an open office environment.
[bookmark: _heading=h.xu4bydknz2nr]SUPERVISION 
This position has the authority to perform the above duties and responsibilities with supervision and direction from the District Manager, and the District Board of Supervisors. 

PHYSICAL REQUIREMENTS 
This position requires time spent seated, standing, and walking. Weights of objects to be lifted, carried, pushed or pulled will be fifty (50) pounds or less. Inside and outside exposure to noise, heat, and cold. Requires adverse movements such as twisting, bending, stooping, kneeling, reaching, handling of materials, and data entry and typing. Excellent sensory skills (sight, hearing, and speech) and the ability to communicate effectively are important. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
(All programs and services of the Waseca County Soil and Water Conservation District are offered on a non-discriminatory basis, without regard to race, color, national origin, religion, sex, marital status, or handicap)
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