
2012.123
JOB DESCRIPTION
Position


Youth Project Assistant (Strengthening the Spirit Program)



Dept. Supervisor

Director, Department of Education
Compensation Range 

DOE
Summary of Duties and Responsibilities: This is a salaried exempt employee serving Indian and non-Indian patients/clientele. This position is subject to ongoing grants/tribal funding.  
1. Assists with organizing and implements the program’s activities and events for all ages.  

2. Leads, instructs, and conducts a variety of activities ranging from physical activities, arts & crafts, dance, music and sports, that are culturally & age appropriate.

3. Must be willing to work flexible hours, including nights, weekends and holidays
4. Responsible for, assures, monitors and provides for the safety and welfare of the children.

5. Directly supervises the children & reports all accidents, incidents, and disciplinary actions to the Youth Project Coordinator.

6. Assist with travel arrangements and logistics for all events and activities.

7. Assist with coordinating youth activities and events such as field trips, dances, and sporting events.
8. Works closely with the Youth Project Coordinator Assists with programming, community awareness, marketing, and community relations.

9. Stays within budget and grant parameters of the program unless variance authorized.

10. Makes recommendations for equipment, supplies and maintenance needs of the program.

11. Attends required staff meetings and serves on assigned committees and prepares reports as requested.

12. Responsible for chaperoning at Youth events and activities.

13. Responds in a timely manner to assignments and communicates with Youth Project Coordinator when timelines cannot be met. 

14. Works as a team member of the Wellness Center and Department of Education.

15. Ensures programs and activities are culturally appropriate and that all children and participants are treated with respect and dignity and is in compliance with all BMC policies and procedures.

16. Performs all duties that may be necessary in the best interest of the organization.

Qualifications 

1. AA degree or higher required. 

2. Experience working with youth recreation, education, social work, or related field required.  

3. Must be proficient in working with computers, and other technical equipment, Microsoft Office software and Apple iPads. 

4. Must have Professional Rescuer First Aid and CPR certification, willing to obtain Lifeguard or Basic Water Safety certification. 

5. Be able to pass a Criminal Background Check.  
6. Possesses demonstrated ability to perform as a team player.

7. Maintains positive peer relationships and provides assistance in a friendly, helpful manner to all Members, visitors and staff.

8. High energy, Possesses the ability to work independently, is detail oriented, organized, and works under pressure. Meets deadlines.

9. Must be able to multitask and be flexible.

10. Must have excellent communication skills.

11. Must have consistent work attendance record and be willing to work flexible hours including weekends.

12. Able to work under minimal supervision. 

13. Demonstrates cultural sensitivity. 

ADA Essential Functions  

1. Hearing: within normal limits with or without use of corrective hearing devices;

2. Vision: adequate to read 12-point type with or without use of corrective lenses

3. Must be able to verbally interact with staff, clients and public

4. Manual dexterity of hands/fingers for writing, computer input 

5. Able to lift up to _50__ lbs.,

6. Standing _>50__% of the day

7. Walking >50___% of the day

8. Pushing, up to _40__lbs.

9. Pulling, up to _40__lbs.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a tribal application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________



______________________________

Applicant Signature





Date
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