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Managers Job Description
Definition:  The responsibilities and authority of the management of the District are derived from legislation and the general policies determined by the Board of Trustees.
The manager as the administrator and executive of the Board of Trustees, provides overall direction to the various operations and activities of the district, typically assigning the details of day to day implementation of program and supervision of operating personnel.

In addition to organizing the program for the present and immediate future, the manager provides for planning to prepare the district to adjust its operations to meet the changing mosquito, fly and rat problems, resulting from the trends which can be forecast in land utilization, water projects developments, population distribution, industrial wastes disposal and recreational developments.  This includes planning on a long range basis and when necessary involves the utilization and coordination of the services of consulting engineers, community planners and other technical personnel available to the district.

Examples of Principle Duties and Position Function:   Plans, organizes, directs, regulates and reviews the operation of the district; acts for the governing board; makes continuing and periodic surveys and directs the studies of mosquitoes, flies, and rats occurrence and associated problems; confers with technical and scientific personnel and develops reports and recommendations on programs and priorities for mosquito, fly and rat control, including evaluations of community resources, reactions and needs as they affect mosquito, fly and rat control; presents reports to the governing board and assists the board in the determination of general policies; prepares for board meetings agendas and such documents as lists of warrants, financial reports, resolutions, minutes and reports required for the meetings.
Subject to board approval, determines and develops operating policies; defines the organizational structure, divisions and assignment of functions and lines of authority to carry out the agency’s purpose, including business technical and scientific, and operating functions; recommends working conditions and plans and maintains an employee relations program; recruits, selects and assigns subordinate employees; plans, directs and conducts a training program for district personnel; instructs subordinates, reviews and evaluates work and takes appropriate actions to maintain an effective working force.

Evaluates program operations, confers with subordinate staff members regarding progress and problems and provides consultation and assistance as indicated; coordinates work at the various functional units; directs special studies in problem areas; provides for the performance of technical and scientific research to develop effective mosquito, fly and rat control, and plans and modifies programs as indicated.
Prepares and administers the annual budget including analysis and justifications and presents it to the Budget Committee for consideration and approval; is responsible for the establishment and maintenance of an accounting system; maintains budgetary controls over expenditures; sees that effective use is made of district property and directs the keeping of records of operations, preventive maintenance of facilities and equipment, expenditures and program areas; reviews records and takes action as indicated.

Confers with attorneys and secures legal assistance.  Prepares complaints including evidence on public nuisances for action by the governing board and the district attorney or county council.

Coordinates the program with those of other public agencies such as Jackson County Health & Human Services and private organizations to affect and stimulate projects favorable to the prevention and control of mosquitoes, flies, rats & other vectors.

Plans, develops and directs a program of public relations and community education; writes articles; attends and addresses community meetings.

Keeps informed of latest developments in mosquito control and related fields; consults with State Health Department and university Extension Services and other public and private resources organizations; reads the professional literature and participates in professional organizations.  

As appointed County Code Enforcement Officer, acts to gain compliance with county vector control ordinances and state vector control ORS.  Works with other local law enforcement agencies on blight and drug house clean-up programs.

Acts as expert witness in court cases as requested by county counsel.

Performs arbovirus surveillance and insect, tick and spider identification.

Performs mosquito, fly and rat control as a licensed technician.

Position Requirements:   A Sanitary or Public Health Engineer or Medical (Public Health) Entomologist, possessing at least five years of experience in mosquito control; or an engineer or entomologist (other than above with five or more years of mosquito control experience; or a college graduate (preferable in biological science) with five or more years of mosquito control experience in some administrative capacity; or an equivalent combination of experience and training.
Thorough knowledge of administrative practices, principles or organization and fiscal and personnel management; thorough knowledge of vector control program, legislation and practices; general knowledge of the scope and subject of entomology, engineering, agronomy and other scientific and technical fields contributing to the development of effective vector control programs.
Ability to plan, organize and direct a vector control program adapted to the needs of the community; ability to coordinate work of various disciplines involved in program operations, and to utilize community and other resources in program implementation; ability to speak and write effectively.
An Oregon Driver’s License and an Oregon Department of Agriculture Public Pesticide Applicator License.
Annual Schedule of Manager
January

· Supervise Secretary & Assistant Manager

· Finish NPDES Annual Report and Mail to DEQ
· Finish Annual Report & Have Printed Before the Board Meeting
· Finish Pesticide Use Plan & Have Printed Before the Board Meeting
· Work on Policies & Procedures Manual Updates
· Work on West Nile Virus Mosquito-borne Disease Response Plan Update
· Conduct January Board Meeting 2nd Thursday of January
· Elect Board Officers 

· Appoint Pro-Tempore Officers

· Appoint Budget Officer 

· Appoint Budget Committee Members & Set Duration of Terms

· Present Annual Report and PUP to Board at Meeting

· Deliver Annual Report and PUP to Board of Commissioners, ODFW, & OHD

· Send Returning Workers Reapplication Letters
February

· Supervise Secretary & Assistant Manager
· Order Control Materials for the Season
· Start Proposed FY Operating Budget Process
· Prepare Control Material Bid Sheets and Send to Vendors
· Work on Policies & Procedures Manual Updates
· Work on West Nile Virus Mosquito-borne Disease Response Plan Update
· Attend Local Budgeting Workshop
· Attend AMCA Annual Meeting
· Attend MVCAC Annual Meeting
· Work on Safety Manual Updates
· Enroll Returning Seasonals in OSU Recertification Workshop
March

· Supervise Secretary & Assistant Manager

· Continue Proposed FY Operating Budget Process

· Continue Work on Policies & Procedures Manual Updates

· Continue Work on West Nile Virus Mosquito-borne Disease Response Plan Update

· Advertise for Summer Crew/Conduct Interviews/Ensure Everyone’s Licenses are UTD

· Attend Vertebrate Pest Conference (Every other Year)
April

· Supervise Secretary, Assistant Manager & Adulticide Supervisor

· Start Adulticide Supervisor April 1 for Fly Control, etc

· Start 2 Seasonal Employees to do Tree Hole Work
· Begin Public Relations Ads for WNV & Horse Vaccinations 
· Hire New Seasonal Employee’s if Still Needed

· Finish Updates to Policies & Procedures Manual & Present them at the Board Meeting 

· Finish Updates to West Nile Virus Mosquito-borne Disease Response Plan & Present them at the Board Meeting
· Conduct April Board Meeting 3rd Thursday in April

· Continue Budget Process
· Publish Budget Committee 1st Notice 24 Days Before the Meeting

· Attend NWMVCA Spring Workshop
· Change Fish & Mosquito Messages on Phone Last Monday of April
· Attend OMVCA Spring Meeting
· Conduct Recertification Training for Seasonals
May

· Supervise Secretary, Assistant Manager, & Adulticide Supervisor
· Start the Full Crew
· Begin Mosquito & Disease Surveillance

· Publish Budget Committee 2nd Notice 10 Days Before the Meeting
· Continue Public Relations Ads for WNV & Mosquito Prevention
· Give Mosquito Control Presentation at Grade Schools.

· Conduct Safety Meeting Last Friday in May

· Continue Budget Process
· Conduct Budget Committee Meeting 3rd Thursday in May

· Election of Budget Committee Officers

· Present the Budget Message

· Adjustments and Approval of Budget by Budget Committee
· Attend AMCA Washington Day Conference

· Send Renewal Notice to SDAO for Health Insurance
June

· Supervise Secretary, Assistant Manager, & Adulticide Supervisor

· Publish LB-1 Notice of Budget Hearing 10 Days Before Meeting
· Continue Public Relations Ads for WNV & Mosquito Prevention

· Conduct Budget Hearing 3rd Thursday in June 
· Make Adjustments to the Budget
· Pass Resolutions Adopting Budget, Making Appropriations, etc. 
· Sign Contract for Legal Services With County Council for FY
· Conduct Safety Meeting Last Friday in June

· Have Key Bank Loan Documents Reviewed by County Council & Signed by Board President 

· Ensure Monthly Surveillance Report is Sent to Dr. DeBess

July

· Supervise Secretary, Assistant Manager, & Adulticide Supervisor
· Continue Public Relations Ads for WNV & Mosquito Prevention

· Oversee Public Relations Booth at Jackson County Fair
· Finish and Deliver Adopted FY Operating Budget To Jackson Co. Assessor by 7/15
· Assist Secretary in Preparing for the Audit

· Conduct Safety Meeting Last Friday in July

· Ensure Monthly Surveillance Report is Sent to Dr. DeBess

August

· Supervise Secretary, Assistant Manager, & Adulticide Supervisor
· Continue Public Relations Ads for WNV & Mosquito Prevention 

· Assist Secretary with the Audit
· Conduct Safety Meeting Last Friday in August

· Ensure Surveillance Report is Sent to Dr. DeBess

September

· Supervise Secretary, Assistant Manager, & Adulticide Supervisor

· Lay Off All Seasonals but Adulticide Supervisor and 2 Technicians First Friday After Labor Day. 
· Lay Off Adulticide Supervisor and Last 2 technicians Sept. 30th
· Discontinue Public Relations Ads for WNV & Mosquito Prevention
· Ensure Final Surveillance Report is Sent to Dr. DeBess

· Change Fish & Mosquito Messages on the Phone Last Week in September 
October

· Supervise Secretary & Assistant Manager

· Prepare a Recap of Mosquito Season for Board Meeting 

· Conduct Board Meeting 3rd Thursday in October
· Present Annual Financial Report & Audit
· Present Brief Mosquito Season Recap
· Attend NWMVCA Conference
November

· Supervise Secretary & Assistant Manager

· Begin Working on Annual Report

· Begin Working on Pesticide Use Plan

· Begin Working on NPDES Annual Report
·  Attend OMVCA Meeting
· Update Policies & Procedures
December

· Supervise Secretary & Assistant Manager
· Continue Working on Annual Report
· Continue Working on Pesticide Use Plan
· Continue Working on NPDES Annual Report
· Update Policies and Procedures
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