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JOB DESCRIPTION

Position Title:  			Communications Specialist 
Immediate Supervisors:  	Trustee Council
Administrator:	Lake Management Dept. Director and Hazardous Waste Management Program Manager
Compensation Range:	 	$40,000-$45,000 DOE
Type:  	  		  	Permanent 
Classification:  	  	Full-time (3 years with potential for extension)


Introduction:  
Since the early 1990’s Natural Resource Damage Assessment (NRDA) was conducted in the Coeur d’Alene Basin (Basin).  Created in 1980, under the Comprehensive Environmental Response and Compensation Act (CERCLA or Superfund), the NRDA process focused on injuries to natural resources resulting from releases of hazardous substances from mining and mineral processing operations in the Coeur d'Alene Basin. Over the life of the damage assessment, numerous settlements have been reached with all named defendants and, as of June 30, 2011, the litigation of the NRD claim has been vacated. The Coeur d'Alene Basin Natural Resource Trustee Council (Council) consists of the Coeur d’Alene Tribe, U.S. Department of Interior (DOI), U.S. Department of Agriculture, Idaho Department of Environmental Quality, and Idaho Department of Fish and Game.  The Council is responsible for the development and implementation of a restoration plan. With the support of a Natural Resource Restoration Team (NRRT), made up of resource experts from the individual Trustees, the governments have committed to working together to develop, adopt and implement restoration actions consistent with a restoration plan that will restore, replace or acquire the equivalent resources to those injured by the release of mining related hazardous substance into the Basin.  All NRDA activities will be funded through the various NRDA settlements.  

The Council is seeking a Communications Specialist to work as a member of the NRRT to assist the NRRT throughout the restoration planning and early implementation process.  The position will be located in Coeur d'Alene Idaho and will be housed with the Coeur d'Alene Tribe Hazardous Waste Management Program.  

Duties and Responsibilities:  
The Communication Specialist will assist the Council and NRRT to develop and implement an outreach strategy for the Basin’s NRDA restoration plan and environmental impact statement (EIS).  Following the completion of the restoration plan, the incumbent will provide editorial, technical writing, and outreach support for restoration project progress reports and site-specific project National Environmental Policy Act (NEPA); and any general administrative support needed by the TC or NRRT.  The incumbent will develop various types of outreach material, such as printed materials, website materials, and news releases.  In addition, the incumbent will be responsible for, website design development and management. The incumbent will assist both the Council and NRRT with administrative support duties such as taking notes at meetings, filing documents, and maintaining the project Administrative Record.  Although not required for this position, it is desirable that the incumbent be versed in NEPA as the procedures outlined within this act provide the basic framework for the Restoration Plan document.  Part of the NEPA process is to gather information from the public regarding issues, ideas and preferences, and to seek comments on draft restoration plan alternatives before decisions are made and before restorative actions are taken.  Part of the incumbent duties will be to assist in this public scoping, review and commenting process.  The various outreach materials must be of high quality in order to assist the Council in achieving the overall goal of NRDA restoration which as defined by statue is: “restoring, replacing, rehabilitating, or acquiring the equivalent of the injured natural resources”.

 Specific duties of the Communications Specialist include, but may not be limited to:

1) Compile, edit, and proofread NRDA restoration outreach materials, in collaboration with the Council and NRRT; some examples include: 1-year work plans, outreach strategies, sub-basin assessments, and technical reports.  
2) Work with the NRRT and TC to implement all phases of an Outreach Strategy, including activities such as: assisting in the production of informational materials, facilitating meetings, and coordinating and cooperating with the public outreach staff from each Council agency and the Tribe.
3) Develop initial contacts lists for interested parties and stakeholders and maintain a working spreadsheet that can be updated on a regular basis.
4) Develop outreach and education network with agencies and interested parties regionally.
5) Assist the NRRT with public scoping process and keep an organized record of all outreach efforts throughout the planning and implementation process.
6) Produce and design layouts for various publications, targeted brochures, handouts, news releases, and newsletters.  
7) Develop and manage the Coeur d'Alene Basin Restoration website. 
8) Assist the NRRT in the facilitation of public meetings.
9) Respond to requests for information and presentations, and work with TC and NRRT members to schedule presentations.
10) Participate in a variety of education and outreach activities pertaining to the protection of natural resources and water quality in the Coeur d'Alene Basin.
11) Assist the NRRT with the development and distribution of annual accomplishment reports.
12) Work with multidisciplinary teams.
13) Performs other duties as necessary.

Supervision:  
The incumbent will conduct work from the Tribe’s Hazardous Waste Management Office in Coeur d’Alene, Idaho, under immediate supervision of the Trustee Council.  Administrative oversight will be provided by the Hazardous Waste Management Program Manager and Director of the Lake Management Department. 

Factor 1.  Knowledge for Position:  
· Excellent facilitation and communication skills (this includes public speaking and meeting facilitation).  
· Strong background in report writing, word processing, and website design. 
· Strong organizational skills and be able to work with interagency representatives with multidisciplinary backgrounds in a variety of settings.
· Experience with public relations (communications strategy implementation), and experience working with the media and other public affairs specialists.
· The ability to work in a team setting to assist in the establishment and maintenance of budgetary accounts, develop funding proposals, requests for proposals, contracts, and prepare financial reports.  
· The ability to demonstrate a basic understanding of; (1) compliance with policy/practices, (2) adherence to sound budget management, and (3) the ability to exercise oversight of contract work related to public outreach and administration in order to ensure its adherence to specifications and agreements (if necessary).
· The ability to maintain the Project administrative record which is organized in an Access database.
· The ability to maintain and manage simple databases.
· A background in natural resources and familiarity with the Basin would be beneficial.
· Knowledge of the National Environmental Policy Act (NEPA) and the Comprehensive Environmental Response Compensation and Liability Act (CERCLA) is desirable. 

Factor 2.  Diversity of Work Load:  
The Communications Specialist position involves an interdisciplinary approach and therefore, must be able to accept a wide range of work tasks.  These tasks will encompass, but may not be limited to: work plans; review of technical reports; coordinate public information releases with the project attorneys, project managers and public relations specialists; prepare and deliver oral presentations; and coordinate with other federal, state, and tribal organizations.

Factor 3.  Physical Demands and Work Environment:  
The new hire will occasionally move heavy boxes of documents and/or use a ladder to place documents on high shelves to maintain the Administrative Record and the Bibliographic data base.  The work environment is representative of normal office conditions.  Incumbent must be able to occasionally work nights, and if needed weekends. Incumbent will also need to be able to spend some time in the field showcasing restoration projects or assist with coordination efforts while projects are being implemented

Contacts:  
Contacts include coworkers, Tribal, Federal, and State co-trustees, NRDA legal, financial, technical, and project management teams, other personnel from state and federal agencies, and the Tribal Council.  Contacts also include the general public, news media and non-governmental organizations.  Contact with agencies is to exchange information, ensure accurate Council representation, discuss common objectives, obtain status reports, coordinate activities, and jointly prepare project plans.

Minimum Qualifications:
A B.A. or A.A. in communications, journalism, public relations, marketing, natural resources, or related field and/or a minimum of 5-years of experience in preparing environmental documents and/ or related documents.
The incumbent must not have been convicted of a felony involving dishonesty within the past five years.



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, resume, and a recent technical writing sample 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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