Office of State Budget and Management
Establish New, Receipt-Supported Positions
(G.S. 143-34.1)

Agency: NC Wildlife Resources Commission
Division:_Bivisien-of Conservation Education

Budget Code: _24350
Center Title:_Division of Conservation Education ~Habitat Conservation-Section—
Center Number:_ 21312 &2141E —

*** Position Information ***

Proposed Classification: -Administrative Secretary |1 Proposed Salary Grade: _#8—60
Salary Range:__$36;45120,389 - $32,180 Proposed Effective Date:_ 981-03/01/04
Number of Positions: _ 3—1

Center Authorized Budget Current Request
Total Budget $1,241,873 $32,180
Receipts $1,241,873 $32,180
Appropriation $0 $ 0

Funding Source(s): State-Widlife Grant-(2 pesitions)}-&-Sport Fish Restoration Program — Aquatic Resources Education
(F-35-16){X-pesition)
— 75% Federal, 25% Wildlife Fund

Justification for Position (including description of duties and responsibilities):
This position is a replacement for a permanent position that was transferred to the Enforcement division. This position will serve as a
personal assistant to the division chief and business officer and will be responsible for the following duties and responsibilities:

e Processing E-procurement requisitions for the Raleigh administrative division as well as the wildlife education center;
Auditi9ng and processing invoices using the N.C. Accounting System;
Maintaining the fixed asset databse utilizing FileMaker Pro;
Re-writing and updating the division’s procedures notebook;
Auditing the Telecommunications Management System monthly expense report; processing requests for back issues of
Wildlife in North Carolina magazine;
Assisting the business officer in preparing the monthly departmental budgets (state and federal) and associated reports;
Serving as a personal aSS|stant to the dIVISIOn chief, busmess offlcer and magazme edltor

Statutory Reference for Request

The Wildlife Resources Commission is charged by General Statute 113-132 with the management, regulation, protection, and
conservation of wildlife resources and inland fisheries in North Carolina. The Division of Conservation Education is responsible for
|mpIement|ng the reqmrements of G.S. 113 132 by prowdlng formal as well as mformal educatlon to the citizens of the state.




Tommy Clark

Presentation to be made by Agency Head Signature

Chief Fiscal Officer

Title State Budget Officer Signature
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