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JOB DESCRIPTION

Job Title: 



Grants Support Specialist



 

Department Supervisor: 

Language Program Manager
Salary/Status:


DOE, Full-time with Benefits                                     

 

Information about the Language Program

The Language Program is now staffed by five full-time employees who provide Coeur d’Alene language resources to the community.  A federal grant allows us to devote the next two years to developing a program to train language teachers.  The current staff shares this combination of tasks:

· Develop and conduct a rigorous schedule of concentrated training in all aspects of the Coeur d’Alene language; or, complete the training as future language teachers;

· Conduct language activities for a variety of formal and casual learners in all venues in the community, including seasonal, event, and school-based opportunities; or, participate in those activities as a means of practice teaching;

· Create user-friendly language-learning materials;

· Offer public access to language resources through request services, and with Internet, broadcast, and computer-based systems.

A Grants Support Specialist is needed to help us schedule our own activities; keep pace with those activities according to the grant schedule, its objectives and reporting requirements; and assume responsibility for ordering, purchasing, and inventorying all of the supplies and products of the project.

In sum, the Grants Support Specialist will be a scheduler, recorder, and financial record-keeper, not necessarily a language specialist.

Summary of Duties and Responsibilities
The Grants Support Specialist provides monitoring of all Language projects funded through the Language Program’s grant.  This position is reliant on grant funding, and only has guaranteed funding for eleven months, with a high possibility of continuing into next year.  Beyond that time other sources will be sought out to continue funding, but can’t be guaranteed.  Grant writing processes are encouraged, though are not a required part of this position’s responsibilities.  
The Grants Support Specialist will maintain the record-keeping system to track the duties assigned to staff in the detailed Objective Work Plans of our grant.  Assistance in coordinating multiple projects and planning group activities within timelines is a large component of this position, as well as helping to maintain the Program’s shared calendar.  The Grants Support Specialist will take meeting minutes and log attendance at group activities and trainings in order to provide documentation of our Teacher Training Program as well as to report to our granting agency.  The Grants Support Specialist assists the Language Program Manager in monthly, quarterly, and/or annual reports as required by the granting agency.    

Tasks range from carrying out purchases of supplies (within quarterly deadlines), setting up service contracts, upholding a detailed record-keeping system of budgetary items for quarterly reporting, assisting in the archival process of audio/video recordings, as well as other tasks to keep in compliance with our Federal Grant.  The Grants Support Specialist also performs data entry and other language materials production when needed to fulfill grant deadlines and that only require basic knowledge of the language.  Basic knowledge of the language can be learned on the job.  This position directs public language requests to staff members for appropriate response.  Several times a week, this position is responsible for scheduling and setup of recorded training sessions and meetings.   This position aids our goal to preserve the Coeur d’Alene Language by utilizing various mediums, including video, audio, and computer technology.
The Language Grants Support Specialist is a member of the Language Program staff and therefore engages in duties required of the work environment, primarily conversational use of Coeur d’Alene and participation in staff activities to enhance personal language skills as time allows.  Some of these activities include language classes, trainings, consortium meetings, Elder contact, and other in-services.  Requirement of participation at evening events or classes are infrequent, but may occur.  Other duties as assigned to promote the efficiency and effectiveness of the Coeur d’Alene Tribe’s Language Program. 

Desired Qualifications
1. Associate’s or Bachelor’s Degree in related field; or two or more years’ experience working in a Tribal Program.

2. Two or more years record keeping and/or budgetary experience.

3. Demonstrated excellent interpersonal and communication skills (orally and in writing).

4. Demonstrated experience in developing and implementing program activities.

5. Demonstrated good rapport with Tribal Elders.

6. Demonstrated ability to exercise good judgment under stressful situations.

7. Demonstrated experience in computer, audio and video technology.

8. Demonstrated proficiency in the Coeur d’Alene Language, including in all written materials.

9. Demonstrated experience in implementing language activities with children.

10. Possess a commitment to the preservation and revitalization of the Coeur d’Alene history and culture.

11. Have college credits in all levels of Coeur d’Alene language classes and actively promote its use in the work environment.

Minimum Qualifications
1. High School Diploma or GED.

2. At least one year record keeping and/or budgetary work experience listed on resume; or transcript containing at least 3 college courses related to business, office/financial management or accounting (unofficial transcript may have non-related courses blacked out if desired).
3. Word processing skills at 50 wpm and willingness to learn computer, audio and video technology.

4. Ability to communicate effectively, orally and in writing.
5. Ability and aptitude to work consistently in a professional manner.

6. Ability to assist in coordinating multiple projects and planning group activities within timelines.

7. Ability to learn budgetary responsibilities, and provide excellent record-keeping of activities.

8. Ability and willingness to maintain absolute confidentiality of sensitive information.

9. Ability and willingness to develop an excellent attendance record.

10. Encouraging sobriety from alcohol and drugs for the past three years.

11. Must not have misdemeanor/felony convictions related to controlled substance of alcohol or drugs, or any misdemeanor or felony convictions related to abuse, neglect, or endangerment of a person.

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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