Kentucky Association of Conservation Districts (KACD)

Job Description and Duties

Executive Director
Report to: | KACD Executive Committee
e U TR LR S T
Summary: The KACD Executive Director is responsible for implementing KACD policy and the

day to day operations of the organization. This is a part-time contractual position which reports to the KACD
Executive Committee but serves all KACD members Incumbent will provide monthly activity and time reports

Duties: Conduct the day to day operatlons of KACD as prescrxbed below,

The primary focus of all duties will be on consohdated 1ssues aftectmg all of Kentucky s one hundred and
twenty-one local conservation districts and watershed conservancy districts as a whole.  + . . ..
Working with KACD Treasurer and Bookkeeper prepare and manage the operatmg budget provrdmg financial
reports at quarterly Board of Director’s Meetings, reports at KACD Annual Megting, and upon request by .

Executive Committee. Attend all KACD meetmgs and functions. Represent KACD, as requested, at vanous
meetings and events. . . . , 2w :

Plan and coordinate all KACD meetings and functions including Board Meetings, Legislative Receptions, .
partnership meetings, Spring Area Supervisor Meetings, Committee Conference Calls, Congressional visits by
Executive Committee members, and other assigned meetings. Negotiate all meeting contracts and solicit
convention hotel bids. As requested, make travel arrangements of KACD Executive Committee and others

when attending official functions. Take the official minutes of the KACD Board of Dnreotors meetmg and
Convention Business Session. T

Develop and maintain strong working relationship with the Kentucky General Assembly and its staff members,
Kentucky Congressronal members and their staff, the Governor’s Office, the Energy and Environment Cabinet
(with emphasis on the Division of Conservation), the Department of Agrlculture, the Govemor'’s Office of . ... -
Agricultural Policy, the Department for Local Government, and federal agencies (w1th emphasis on the USDA
NRCS and EPA), the Kentucky Association of Conservation Districts Employees (KACDE), the National

Association of Conservation Districts, the media, and other organizations and entities engaged in matters of .
interest to KACD.

Process all correspondence for KACD and direct communications to keep members informed of all current and.
ongoing issues and activities pertinent to KACD.

Attend legislative sessions, hearings, and meetings as necessary to educate and inform for KACD. Track issues
of interest to KACD involving statute changes, rule-making, or changes in program guidelines and
implementation that impact conservation districts. Track legislation that might impact the conservation district
program and communicate these issues to KACD membership. Track and solicit nominations for various
boards and commissions that KACD is represented. (AWQA, KHLCB, Nature Preserves, WMWG, etc.)

Develop and implement fundraising activities and pursue grant opportunities that compliment KACD and
Partnership initiatives. Complete all deliverables required by agencies assisting KACD in funding of activities.

Other duties as prescribed by the KACD Executive Committee.



Time Limitations:
Position Funding:
Salary Range:

Travel Budget:

$XXXX annually (§XX/hr. based on 780 hours)

$3,500 annually

Monthlv Actlvmes & Tlme Allotment

January
February
March

April ._ .
May |
June
July

August

September

October
November

December

Leglslatlve Reception, NACD Convention, General Assembly Work,

‘KACD Commiitte¢ Calls, Planning Spring Meetings, & KACD Board Meeting

General Assembly Work, Planning Spring Meetings, Convention Planning,

KACD Commlttee CalIs & Partnershlp Contacts

Spring Area Meetings, General Assembly Work, Convetion Planmng,

NACD Fly-in Planning and Congressional Visits, & KACD Board Meeting
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- Spring Area Meetmgs, Convention Planning, & Envirotho_n Contest

Convention Planning, Envirothon Contest, & KACD Board Meeting
Convention Planning and follow—up, KACD Awards, & Registration
KACD Conventxon Logistics & Reglstratxon

Follow up from KACD ‘Convention, NACD SE Reg10na1 &
Partnership Contacts

Essay and Art Contest Planning; Expforing Gr’ants, & KACD Board Meeting '

" Legislative Receptlon Planning, Partnershlp Contacts Explormg

Grants & Partnersh1p Contacts

Leglslatlve Receptlon Planning, Convention Planning, & KACD -
Board Meeting

Legislative Reception Planning, Convention Planning, Essoy and Art
Contest, KACD Committee Planning, & General Assembly Work

TOTAL

Positions requires a minimum of 5 hours per week and a maximum of 780 hours per year.

Through $XXXX conservation district dues and $XXXX other Association funds.

80 Hours

70 Hours

80 Hours

"70 Hours

70 Hours

80 Hours

110 Hours

40 Hours

45 Hours

* 40 Hours
S

55 Hours

' 4Q Hours

780 Hours




Incumbent Characteristics:

Strong commitment to soil & water conservation and watershed protection.

Strong communication and people skills.

Excellent interpersonal skills, including willingness and ability to work effectively as part of a team.

Strong written and verbal communication skills.

Experience and competency in computer use.

Prior experience in a building relationships, partnerships, particularly in a nonprofit organization.

Successful track record of soliciting major grants, cultivating new grant prospects & donors, and
documenting results.

Willingness and availability to travel, including occasional weekends and evenings. Valid driver's license
required.



