
MIDDLE FORK CROW RIVER WATERSHED DISTRICT  

POSITION DESCRIPTION  

POSITION TITLE:  Administrator 

REPORTS TO:  Watershed Board of Managers 

STATUS:   Exempt 

SALARY RANGE:  $76,000 to $113,470 

MAJOR/ESSENTIAL FUNCTIONS: 

▪ Assist in preparation of minutes and keep a resolution database noting all proceedings of 

the Board Meetings. Aid in Sending out required Legal Notices, Requests for Proposals, 

etc. as needed to newspapers and posts on District website. Aid in the distribution of 

Board of Managers packets. Attend and participate in meetings as needed.  

▪ Provide recommendations for capital improvement planning. 

▪ Coordinate program activities with agencies and organizations of interest to the District. 

▪ Pursue cooperative ventures to expand and enhance District programs. 

▪ Administer finance and accounting system and coordinate with accounting services 

consultant to maintain records, prepare checks for payment of invoices and prepare 

financial statements for the Board. Ensure that all operations are conducted within 

budgeted guidelines. 

▪ Assist in the preparation of the annual audit. 

▪ Prepare and distribute monthly reports to the Board and staff regarding activities, 

accounting and current projects in a timely manner. 

▪ Coordinate and develop District goals, policies, annual work programs, budgets and 

priorities. Seek approval of plans from the Board and communicate approved plans to 

staff. 

▪ Review and distribute District mail and forward to staff as appropriate. 

▪ Manage District office space and equipment providing proper equipment for staff and 

ensure maintenance of equipment and security. 

▪ Ensure that District records, files and public informational materials are maintained and 

current. 

▪ Oversee outside contractors and consultants such as attorneys, accountants, and 

engineers, and administer other projects and contracts to ensure they follow the District 

Management Plan and project objectives and meet budgetary requirements. 

▪ Facilitate written and verbal informational presentations to local governments, agencies 

as needed for compliance with regulatory/legal requirements and public relations efforts. 



▪ Prepare grant requests and proposals for District project activities, investigate additional 

grant opportunities, prepare proposals/applications in a timely manner. 

▪ Oversee technical and financial compliance of grant projects and prepare necessary 

reports to grant source in an accurate and timely manner. 

▪ Prepare District annual report on activities and coordinate financial audit for Board. 

▪ Participate on various outside committees for the District as needed to provide visible 

presence of the District in various agencies, projects, etc. 

▪ Develop and oversee District water quality and data collection programs and ensure 

correct analysis and interpretation of water quality data. 

▪ Oversee operation of District projects to ensure compliance and timely implementation. 

▪ Oversee preparation of annual monitoring plan, ensure that it is implemented throughout 

the year. 

▪ Prepare and/or review technical studies completed on behalf of the District to ensure they 

are completed in a timely, accurate manner. 

▪ Prepare for and attend District Board meetings and other committee meetings, as 

necessary. 

▪ Participate in decisions related to the selection, promotion, transfer, pay and discipline of 

assigned personnel.  

▪ Personally conduct or oversee training for new employees to ensure that established 

procedures are clearly understood and followed. 

▪ Monitor the work performance for assigned personnel on a continual basis, conduct 

effective performance appraisals, take corrective action as required; including, but not 

limited to carrying out termination for District employees. 

▪ Create a working climate in which assigned personnel are motivated to develop their 

skills and abilities and demonstrate by example the desired standards of conduct and 

work performance. 

▪ Administer District policies in a fair and equitable manner with regard to discipline, 

tardiness, absenteeism or insubordination and fully document all incidents and actions 

taken. 

▪ Ensure confidentiality, security and safekeeping of all information and records. 

▪ Develop and maintain a working knowledge of District operations necessary to complete 

assigned responsibilities in a fully satisfactory manner. 

▪ Provide professional service to stakeholders of the District and interact in a friendly, 

respectful manner. 



▪ Assist all employees as needed to ensure efficient workflow throughout the District. 

▪ Participate in educational opportunities for the administrative, technical, financial, and/or 

technological betterment of the District. 

▪ Other activities, as deemed necessary by the Board of Managers. 

ADDITIONAL PERFORMANCE CRITERIA: 

1. Ability to develop and maintain a working knowledge of the District’s operations and 

policies and state rules and regulations necessary to complete assigned responsibilities in a 

fully satisfactory manner. 

2. Ability to provide superior public service and interaction in a friendly, professional manner. 

3. Willingly assists other employees as needed to ensure efficient workflow throughout the 

District. Maintains a flexible attitude toward job responsibilities and procedural changes. 

4. Participates in educational opportunities to stay abreast of changing laws and technology 

related to program area. Make recommendations to enhance current technology in the 

District.   

5. Ability to develop and maintain positive, cooperative, working relationships with all District 

employees/consultants, city and agency staff, and others of the District in contributing to a 

productive results-oriented climate. 

KNOWLEDGE, SKILLS AND ABILITIES: 

1. Knowledge of general accounting and budgeting principles and practices. 

2. Knowledge of procedures, practices and relevant laws related to benefits administration.  

3. Knowledge of data privacy and open meeting law requirements. 

4. Knowledge of internal controls and audit procedures. 

5. Ability to establish effective working relationships with appointed officials, staff, and 

residents and handle a variety of customer service situations. 

6. Ability to communicate effectively, both verbally and in writing. 

7. Ability to learn and understand/apply state and federal laws, and policies, financial policies, 

procedures and directives and to apply them fairly, equitably and without bias. 

8. Ability to research and analyze data, determine alternatives, and make recommendations and 

prepare accurate and thorough reports and maintain records.  

9. Ability to work independently and plan, organize and prioritize projects. 

10. Ability to recommend policies and procedures and develop short and long-term goals and 

objectives for the financial area. 



11. Extensive use of office equipment including computer, copy machine, computer network 

printers. 

12. Extensive use of Microsoft Office Suite and various accounting software.  

13. Ability to understand and operate various phone systems, servers, digital recording 

equipment. 

SUPERVISORY RESPONSIBLITIES: 

Watershed District employees. 

PHYSICAL AND MENTAL DEMANDS: 

Position requires extended periods of sitting and extended repetitive action operating computer 

equipment. Position involves occasional lifting up to 30lbs. Position requires multi-tasking in a 

fast-paced, high-stress environment. Position requires completing tasks, meeting deadlines and 

working accurately with figures despite constant interruptions. Position requires setting work 

priorities and organizing work while remaining flexible and patient. Position requires changing 

priorities and scheduling as needed to meet work demands and reacting to emergency requests 

for information. Position may occasionally deal with interpersonal conflicts or resident/business 

owner situations requiring ability to diffuse or resolve situations to a satisfactory outcome for all. 

WORKING CONDITIONS: 

Normal shift, eight-hour days, 5 days a week. The majority of work is performed under normal 

office conditions.  

The above is intended to describe the general content of and requirements for performance 

of this job. It is not to be construed as an exhaustive statement of duties, responsibilities, or 

requirements. 

 

 

 


