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Barkley Community Forest, Operations Manager, Contract Requirements 
Introduction

Toquaht Nation and the District of Ucluelet are equal shareholder partners in the Barkley Community Forest (BCF). The BCF Agreement was issued by the Province of BC to the Barkley Community Forest Corporation (BCFC) in 2015.  

The shareholder partners appoint individuals to the Board of Directors (Board) to manage activities on the forest and the BCF agreement.   Each shareholder partner appoints three directors. The directors select a neutral independent Chair.  

Board members are responsible for making unfettered decisions regarding the successful natural resource and financial operations on the BCF by approving strategic long-term plans for operations on the forest. Directors also approve five-year and annual operational work plans and budgets.    

The Operations Manager is responsible for providing the day-to-day administration, support, and development needed to allow the Board to effectively manage the BCF for the shareholder partners and to successfully execute the strategic and operational plans and budgets.    

The Operations Manager contract is administered by the Chair of Board of the BCFC.  

The Operations Manager works collaboratively with the Registered Professional Forester (RPF), Manager, Forestry and Engineering, of the BCF. 

Work which is legally required to be completed by a RPF will completed by the Manager, Forestry and Engineering.  (see summary at the end of this document) 
Contract Position

This is a contract position.  Working under Board-approved strategic and annual operating plans, the Operations Manager will have the responsibility to determine how and when most functions will get done.  Frequent interaction with the Board will be required with reporting and review of operations and budgets. 

The Operations Manager will be expected to abide by operational policies and procedures developed by and approved by the Board.  

Co-ordination will be required with the Manager, Forestry and Engineering. 

The following information is not a contract. The outline describes the overall responsibilities and expectations of the successful applicant for this position.  The final contract with a successful applicant will contain these key requirements and expected outcomes and any other commitments which may come from the applicant’s proposal and discussion with the Board. 

General Duties and Expectations of the BCF Operations Manager  
The Operations Manager of the BCFC will work with significant autonomy.  In doing so, the Operations Manager is expected to fulfill the following duties:  

1) Strategic Direction.   
Develop and/or provide input to the Board of the BCFC with the review and/or establishment of mission and vision statements and other key strategic direction for the community forest to reflect all matters of importance to the shareholders and communities.  This may come in a variety of forms and documents. Final approval of these types of documents will come from the Board. 

2) Long Term Planning.  

Develop and/or maintain a long term five to seven year strategic operational and financial plans and projections for Board approval which will meet established overall strategic direction, and which guide annual plan and budget development. These plans will clearly set out how resource management operational and financial goals will be realized.  

Maintain the long term BCF Management Plan and timber supply analysis. This will include any other analysis and consideration of natural resources on the BCF.  The Management Plan will describe how the BCFC will achieve sustainable resource development while protecting and conserving important natural resource values on the forest. 
Collaborate with the Manager, Forestry and Engineering, to ensure operational plans for road and cut block layout and post-harvest silviculture comply with budgets and strategic direction approved by the Board as well as any other approved long term strategic plans for the BCF. 
3)  Annual Plans. 

Produce annual program plans and budgets for Board approval in the fall of each year (Nov 30) for implementation during the following calendar year. 

Fully manage the day-to-day activities within the community forest as laid out in annual operating plans and budgets approved by the Board.   Update the Board on progress on annual plans at each Board meeting and seek approval for amendments or other changes needed to implement the plans through the year. 
Co-ordinate the annual day to day forestry and engineering goals with the Manager, Forestry and Engineering to meet objectives. 

4) Financial Management. 

Develop and keep a current long-term financial plan that addresses operational and capital requirements, organizational needs, revenue shortfalls or surpluses, reserve, or accrued funds for short- and long-term liabilities; develop documented procedures to ensure the integrity of BCFC’s internal management systems and annual external auditing requirements. 

Provide direction and leadership to the accountant/bookkeeper engaged by the Board to keep financial records.
Report on status and financial issues at each Board meeting or as otherwise required by the Board. 

5)  Engaging Consultants and Contractors. 

Provide leadership to all engaged consultants/contractors in the management of the BCF.  This involves striving for excellence and innovation in forest and natural resource management, safety, and environmental protection as well as fiscal budgeting.  Expectations include maintaining an open, effective, and fair contractor selection criteria and process to ensure high quality work, fiscal management, and protection of the health and safety of all consultants, contractors, or workers engaged to work for the BCFC.

Collaborate with the Manager, Forestry and Engineering to see that the same standards apply to sub-contractors hired under that program.

6) Overall Operating Policies.  

Develop, document, and maintain operational policies and practices for the BCFC. Examples include tendering processes, works contract awards, timber sale awards necessary for the effective and efficient operation of the organization and the BCFC.   
7) Outside Communication. 

Develop or maintain plans and strategies for communicating and building relationships with the shareholders, community, key stakeholders, contractors, natural resource products buyers.  These plans and strategies will need to be approved by the Board clarifying the role of the Chair of the Board and the Operations Manager relative to who and on which issues will be the principal spokesperson.    

Annually or as otherwise directed by the Board, organize formal public open houses to clearly communicate with local communities on the activities, plans and completed work on the BCF with requests for input on how the BCF should be managed. 
8)  Information to the Board.  
Monthly or as otherwise required, develop, and maintain a succinct, but complete process to inform the Board of ongoing operations on annual plans and budgets and emerging issues and in doing so seek advice or approval from the Board for variances or amendments to these plans and budgets or other factors needed to deal with an emerging issue. 

Engage with the Board chair between formal Board meetings regarding any emerging issues, communication, or budget issues which impact the operations of the Board.

9) Day to Day BCF Management 

The Operations Manager will be expected to manage the office and associated business needs of the BCFC by: 

· Checking condition of the office and equipment regularly (2 times per week) 

· Checking and distributing posted or courier mail (2 times per week) 

· Checking and distributing electronic mail daily unless otherwise agreed upon 

· Checking telephone queries daily unless otherwise agreed upon 

The Operations Manager will be expected to maintain:

· An electronic record keeping system in a format approved by the Board 

· Financial Records for the BCFC (with the accountant or bookkeeper) 

· A diary of work activity, email, phone or in person meetings on the business of the BCFC 

The Board will consider alternative arrangements for candidates not living in Ucluelet. Candidates living outside of Ucluelet should address how they will manage the office and business needs of the BCF in their proposals
Commitment Requirements from the Operations Manager 

The Board will require the following from the Operations Manager. 

1) A commitment not to divulge information on sensitive or confidential issues as defined by the Board without the expressed written consent of the Chair of the Board. 

2) Not to make public statements or take part in demonstrations that reflect negatively on the Board or BCFC until the Operations Manager and Board have had a full discussion on the issue. 

3) Not to use knowledge gained from work or information while engaged by the Board for personal or other benefit. 

4) To declare conflict of interests with any activities, outside contractors or buyers before awarding contracts or other businesses. 

5) Allow the Board to do required background checks or complete reference checks from time to time as part of the engagement process. 

Contract Term, Remuneration and Workload 

The contract offer is expected to include the following:

1) The term will be one year with an option for an annual renewal offer of the contract.    Renewal offers and acceptance will be by mutual agreement of the Board and contractor and can introduce new or different conditions. 

2) Remuneration will be based on a day rate (or portion thereof) and will depend on the qualifications and experience of the contractor.  Interested persons should describe their expectations for remuneration in the application.  This may be reviewed prior to hire.  Vehicle and personal expenses will be paid in addition at rates comparable with Province of BC rates.  Remuneration will be reviewed annually with renewal of the contract. 
3) Workload may vary significantly by year as harvesting activity occurs.  It is expected that the contract will average between 50 to 100 days per year. 

Location of Services and Office Space 

1) An office space and boardroom are at the Toquaht Nation Building in Ucluelet, 1971 Peninsula Road.  The office will have a phone, internet, BCFC computer, and room for filing and desk for working.   Mail and courier will be delivered to this address.  The office will not be staffed and access to the Operations Manager or others with BCFC will be by pre-established appointment only.   It will be expected that the Operations  Manager will have phone forwarding established and a system for mail pickup defined to meet the needs of the manager and the BCFC.  A cloud-based file storage system is being established to allow access to most data needs from remote locations. 

2) Banking needs will be continued in Ucluelet.  

3) The Board will require regular updates and will meet monthly in the boardroom noted above or by electronic video call.  

4) The position will require field work in forested conditions.   The Operations Manager will be expected to have a vehicle suitable for use on coastal logging roads.     

Experience and Qualifications  

The Operations Manager will be expected to have: 

1) At least five years’ experience working in a resource management or some equivalent management of a resource tenure and have good knowledge of BC forest tenure including community forest tenures.  Registration as an RPF or RFT with the Association of BC Professional Foresters or a similar natural resource management designation would be an asset. 
2) Proven experience managing budgets including financial control for spending and receipt of revenues. 
3) Proven experience tendering and administering contracts for field work. 
4) An understanding of tendering timber sale agreements for harvesting timber on the community forest or similar resources. 
5) Experience working collaboratively with Boards, public bodies as well as the public and organizations with community ownership.  

Appendix 1
Key duties of BCF Manager of Forestry and Engineering
Duties which require work to be completed or overseen by a Registered Professional Forester in BC will be completed by the Manager, Forestry and Engineering.   These duties include but are not limited to the following: 

1) Development, maintenance and gaining approval for Forest Stewardship plans.
2) Development and maintenance of a 5-year operating plan for harvesting and road construction.
3) Maintenance of harvest data base cut control information for the licence. 

4) Field engineering, cruising, assessments and cutting permit submission to the Province for areas approved in the long term and annual operating plans and budgets.  

5) Administration of field work including engineering, road construction and harvesting completed by purchasers of timber sales or other projects under the BCF

6) Completion of legally required silviculture pre and post harvest documentation and field work as well as road deactivation and hazard abatement surveys and works. 

7) Professional input into Management Plans and Timber Supply Analysis.
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