
Letort Regional Authority Administrator 
 
The Letort Regional Authority (LRA) was formed in 1974 to preserve and protect the Letort 
Spring Run in Cumberland County, Pennsylvania. LRA is operated by a Board of Directors 
appointed by Cumberland County, the Borough of Carlisle, North Middleton Township, South 
Middleton Township, and Middlesex Township and has undertaken numerous one time and 
long term projects, alone, or in cooperation with local, state, and federal agencies, citizens 
groups, local schools and colleges and others to manage the health of the stream and to 
maintain it as a community resource. The activities of LRA center around land development 
plan review, procuring land use easements, water quality, recreational opportunities and 
long-range planning. LRA also maintains a nature trail and holds several properties and 
conservation easements. 
 
The Administrator ensures smooth operations by managing correspondence, maintaining 
records, and supporting the LRA Board across various organizational functions. The primary 
objective of an Administrator is to ensure eƯicient operations of the LRA, complete required 
governmental reporting, and support Board. 
 
Experience 
Demonstrated ability to develop minutes of meetings, keep records, organize files, and 
provide required governmental reporting and coordination. 
 
Key Responsibilities 
The Administrator performs a wide range of tasks to maintain organizational eƯiciency. 
Duties include: 
 Work with the LRA Chair to prepare monthly meeting agenda for timely distribution to the 

Board. 
 Attend and prepare minutes of monthly Board meetings. Meetings are held the third 

Thursday of each month. 
 Submit approved minutes to member municipalities and members of the Board. 
 Publicly advertise the annual schedule of meetings and annual audit. 
 Submit all required reports to our supporting municipalities and to other governmental 

agencies such as Statements of Financial Interest, Act 205 Actuarial Reports, DCED PA 
Keystone reports, etc. 

 Maintain LRA’s digital and physical files, databases, equipment, and oƯice/storage 
spaces. 

 Respond to phone messages and emails, directing them to the Board Chair or 
appropriate Board member. 

 Pickup and distribute LRA mail. 
 Provide clerical assistance to the LRA Chair and Board members in support of letters of 

support, grant applications, and other correspondence. 
 Act as a liaison between authority and municipalities. 
 Perform other duties and responsibilities assigned by the LRA Chair. 



 
Required Skills and Qualifications 
• Organizational Skills: Ability to manage multiple tasks and projects eƯiciently. 
• Communication Skills: Strong written and verbal communication for interacting with the 

Board and municipalities. 
• Technical Proficiency: Competence with oƯice software such as Microsoft OƯice or 

Google Workspace, and databases. 
• Problem-Solving Abilities: Capability to identify and resolve oƯice-related issues 

proactively. 
• Time Management: Prioritizing tasks to meet deadlines and handle multiple 

responsibilities. 
• Adaptability and Professionalism: Being proactive, detail-oriented, and able to work 

independently or collaboratively. 
 
Work Environment and Reporting 
The Administrator position will be retained as an independent contractor and will supply 
their own computer and other necessary equipment to fulfill the required duties. The 
contract will be reviewed and renewed on an annual basis. The Administrator will have sole 
control over scheduling in the manner in which they perform their services and shall be 
responsible for payment of all federal, state, Medicare, and local taxes on payments they 
receive from LRA under this contract. The Administrator will report to the LRA Chair. 
 
Compensation 
Annual payment for these contract services will be commiserate with experience and 
payable in monthly instalments. Payment shall be made on the date of the monthly meeting 
of LRA. In addition, the LRA will reimburse the Administrator for reasonable and approved 
out of pocket expenses which are incurred in connection with the performance of the 
Administrator’s duties, including copies, mileage (at the current IRS approved standard 
mileage rate), postage, and printing. It is anticipated that the Administrator will spend no 
more than approximately 10 - 15 hours per month fulfilling the duties of the position. 
 
Contact us at www.letort.org if you have any questions or would like to submit a resume. 


