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Vacancy Announcement: Finance and Operations Manager 

 
About the Clark Conservation District 
Clark Conservation District was established in 1942 and is a legal sub-division of state government 
that administers programs to conserve natural resources. We are a non-regulatory political 
subdivision of state government created to bridge the gap between local landowners and state 
and federal government. We work to conserve the natural resources of Clark County in all areas, 
from urban to rural communities with a focus on clean water and healthy soil. Clark CD consists of 
a small and collaborative team of dedicated staff focused on providing technical assistance, cost-
share, and building programs that serve our community and the natural resources in Clark County. 
We are governed by a five-member volunteer Board of Supervisors. 
 
Nature & Purpose of the Position 
The Finance and Operations Manager is a key member of the District’s Management Team and is 
responsible for supporting the District’s fiscal and administrative operations and procedures. They 
oversee the flow of grant funds from budget proposals to contracts to vouchering and payroll. The 
Finance and Operations Manager is responsible for overseeing the District’s broad financial 
picture, including monitoring funding status from all sources. Additionally, they oversee the 
operations of the District including overseeing benefits and human resources and collaboratively 
drafting policies and procedures with the District Manager. They manage between one and three 
staff members, including an Accounting Technician, and report to the District Manager. 
 
The Finance and Operations Manager must be organized and highly adaptable to changing 
priorities, tight deadlines, and interruptions to workflow. They must be adept at multitasking and 
work with their supervisees and the District Manager to prioritize goals and activities. They should 
have both attention to detail and the ability to keep the focus on the big picture. The Finance and 
Operations Manager should have impeccable dependability, be innovative, and be receptive to 
collaborative feedback from coworkers.  
 
An ideal candidate will have an analytical, proactive, and systems-driven mindset with a 
collaborative and team-focused attitude. Ideally, they should also have an understanding of how 
conservation districts or other small governments function and experience with grant funding 
mechanisms. The ability to manage many complex issues within deadlines and take a proactive 
approach toward promoting more efficient and effective processes and procedures is essential. 
Clark Conservation District has a small but growing staff, and we may be called upon to do a wide 
range of job duties; flexibility and excellent communication skills are crucial to the position. 
 
You may be a good fit for this position if you are mission-driven, passionate about efficiency and 
systems thinking, highly detail-oriented, and proactive. An interest in natural resource 
conservation, agriculture, and our environment is a plus but not required. 
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Position Details 
 Position Type:  Regular, Full-Time Salaried, Exempt, with Benefits 
 Compensation: Starting at $70,000 annually, depending on experience 
 Start Date:   ASAP 
 
Primary Job Responsibilities 
The primary responsibilities of the Finance and Operations Manager are to provide fiscal oversight, 
operations and policy guidance, and grant management with the goal of ensuring that the District 
operates smoothly and efficiently. This position will act in an advisory capacity and is expected to 
make recommendations to the District Manager on areas for efficiencies in operations and 
finances. They will also play an integral role in engaging with the District’s Board of Supervisors; 
they will be responsible for drafting board documents for monthly board meetings and will 
develop learning & special sessions for the board as needed. They will also oversee the day-to-day 
operations of the District Operations Team and will facilitate their mentorship and professional 
development opportunities and ensure grant deliverables are met on time and within budget.  
 
Financial Management  

• Oversee all financial activities, including BARS accounting, payroll, financial reports, budget 
forecasting and monitoring, and the financial administration of local, state, and federal 
grant funds. 

• Oversee the preparation of all contract/grant vouchers using proper coding of expenditures 
and ensure that expenses are allowable under grants/contracts. 

• Review regular financial reports and make recommendations to the District Manager and 
the Board on financial position and sustainability.  

• Meet regularly with Program Managers to review grant progress and the financial position 
of individual grant portfolios. 

• Work closely with the District Manager to develop and manage the annual budget and 5-
year financial forecast. 

• Compile salary forecasts and funding allocation for District staff; track progress against 
salary spending to ensure grant spending does not exceed available funds.  

• Develop monthly grant spending reports, review and identify any miscoded expenses, and 
monitor grant spending for compliance with funder regulations.  

• Advance the District's cash-flow forecasting and develop a financial sustainability plan. 
• Assist in annual audit and prepare/file annual financial reports and related documents. 

 
Operations-Related Responsibilities 

Staff Support and Human Resources 
• Supervise staff and interns in the District Operations Program including engaging in 

professional development discussions and opportunities. 
o Lead the hiring and training of Operations staff or interns. 
o Help set performance goals and facilitate access to trainings as needed. 
o Provide routine feedback to staff and conduct annual evaluations of supervisees 

based on mutually agreed-to elements. 
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o Keep the District Manager informed about employee performance. 
• Assist in implementing and administering human resource-related activities such as 

personnel policies and procedures, compensation and benefits programs, and performance 
evaluation processes, including leading the update the District’s Policy & Procedure 
manual. 

• Assist in administering employee benefits program and coordinate with service vendors. 
• Assist in recruitment activities, new employee orientation, and separation of employment 

procedures. 
• Actively participate in the multi-disciplinary and cross-cutting District Management Team. 
• Provide confidential administrative support to District Manager and Management Team as 

needed or requested.   
 

Board of Supervisors Support 
• Assist the District Manager with the drafting of board documents for monthly board 

meetings and regular workshops; take minutes for board meetings and workshops. 
• Develop PowerPoint presentations for Board learning & special sessions as needed. 
• Assist the District Manager and Board with the completion and/or revision of the District’s 

Annual Work Plans and 5-Year Plan. 
• May serve as Clark CD’s claims agent, treasurer, elections officer and/or public records 

officer. 
 
Grant/Contract Administration & Other Responsibilities  

• Maintain project record-keeping systems and ensure all contracted scopes-of-work and 
grant reporting requirements are fulfilled. Review grants/contracts to identify legal 
obligations, funding, and scope of work.  

• Monitor and track progress towards grant matching requirements. 
• Support  Program Managers with tracking and reporting grant progress and provide 

guidance as needed. 
• Support the District Manager in negotiating contracts and grants.  
• Work with staff to explore funding opportunities, and develop and submit grant 

applications – review and assist with preparing project scopes, schedules, and budgets, and 
recommend appropriate staffing levels.  

• Attend local, area, and state meetings as needed. Attend training sessions and workshops 
related to skills development. 

• Help maintain District files. 
• Assist with District events as needed including the District’s Annual Native Plant Sale. 
• Administer the District’s annual elections and special elections as needed. 
• Other duties as assigned by the District Manager. 

 
Required Qualifications 

• Five years of progressive responsibility in financial administration, program management, 
human resources, grant or contracts management, strategy development, leadership, 
operations, or similar work. 
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• Demonstrated ability to manage the technical aspects of budget development, including: 
preparation and justification of the budget, financial modeling and analysis; and ability to 
interact effectively with program leads and staff by providing financial information to 
facilitate budget formulation and execution. 

• Demonstrated ability to research, analyze and interpret complex financial information to 
resolve issues, make recommendations, and initiate and implement process 
improvements. 

• Proven success in organizational development. 
• Experience with accounting software such as QuickBooks (preferred), BIAS, Sage, etc. 
• Possess a valid, unrestricted driver’s license and pass a job-related driving record and 

criminal background check.  
 
Preferred Qualifications 
This is a broad description of the qualifications for the Finance and Operations Manager position. We do not 
expect any single candidate to possess all the qualifications listed. Research tells us that some individuals 
will only apply to roles if they meet all the listed qualifications, but we anticipate training you and we expect 
you to learn in the role. We are looking for team members who round out our current skill base. If this is 
you, we encourage you to apply. 
 

• Bachelor's degree in Accounting, Finance, Business Administration, Public Administration 
or a related field. Additional qualifying experience may substitute for education 
requirements.  

• Certified Public Accountant, Certified Public Finance Officer, and/or Certified Governmental 
Financial Management.  

• Previous experience in a governmental agency is beneficial. 
• Proficiency with Smartsheet or other project management software for collaboration and 

work management. 
• Experience with grants and/or contracts reviewing and administration, grant billing and 

reporting, or comparable experience. 
• Advanced knowledge of grants management and public sector budgeting.  
• Advanced computer software skills in Microsoft Word, Excel, and Outlook.  
• Excellent written and oral communication skills. 
• Grant writing experience.  
• Professional knowledge of policies and practices of conservation districts.  
• Experience with WA BARS accounting system. 
 

Physical Requirements and Working Conditions 
Clark Conservation District employees are working in a hybrid environment. The District’s office is 
located in Vancouver, WA., and the Finance and Operations Manager is expected to work from the 
office approximately 1-3 days per week with additional in-office days as needed. The District will 
provide the necessary equipment to facilitate remote working. Because our office is located in a 
Washington State Department of Transportation building, a COVID-19 vaccination series is 
required for employment with the District. 
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This position involves office work primarily. Regular office work includes long periods of sitting, 
typing, and reading from a computer screen. You may occasionally lift and carry materials 
weighing up to 40 pounds. The position will require occasional work on weekends or after regularly 
scheduled work hours. Short overnight travel is occasionally required, typically 1-2 times/year. 
 
Compensation & Benefits 
Position Type:  Regular, Full-Time Salaried, Exempt, with Benefits 
Compensation: Starting at $70,000 annually, depending on experience 
 
Benefits include 100% of premiums paid for medical/dental/vision for the employee and available 
insurance for spouses and dependents (paid by the employee), retirement matched up to 3% after 
six months of employment, as well as accrued paid sick leave (8 hours/month), annual leave (8 
hours/month increasing with length of employment), 12 paid holidays per year, and available 
reimbursement for personal cell and home internet up to $25/month for each (internet only 
during teleworking due to COVID-19). Additionally, as a government organization, employees are 
eligible for the Public Service Loan Forgiveness program.  
 
Location 
The position is based in Vancouver within Clark County in beautiful Southwest Washington. Ideally 
located between Mount St. Helens, the Gifford Pinchot National Forest, the Columbia River Gorge, 
and the Pacific Coast, Clark County boasts a vast array of activities, scenic landscapes, and historic 
attractions, all while being within the Portland metropolitan area. From the Clark CD office, it is a 
20-minute drive to the Ridgefield Wildlife Refuge, with over 5,300 acres of wetlands, grasslands, 
forests, and trails. A 45-minute drive finds you at campsites in the Gifford Pinchot National Forest 
to the east and metropolitan downtown Portland, OR to the south. Filled with diverse activities 
and outdoor recreation, all within an hour’s drive, SW Washington is truly a beautiful and 
enriching place to live.   
 
To Apply 
Visit www.clarkcd.org/employment - To the form, submit a single PDF packet with your resume, a 
cover letter addressing how you meet the required and preferred qualifications, and three 
references. 
 
Applications are open until the position is filled. Applications will be reviewed on a rolling basis as 
they are received.    
 
Projected Start Date: October/November 2022 
Contact Information 
Zorah Oppenheimer, District Manager  
zoppenheimer@clarkcd.org (preferred) or (360) 859-4784  
Clark CD is an equal opportunity employer. 
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