










2014.101
JOB DESCRIPTION
Position Title:


Career Renewal Manager

Departmental Supervisor:
Director of Social Services
Compensation Range:  
DOE
Summary of Duties and Responsibilities

Works cooperatively in providing administration and management of the Vocational Rehabilitation Program Grant.  Coordinate, supervise and implement the Coeur d’Alene Tribe Career Renewal Program. Has direct supervision and responsibility of all Career Renewal staff including evaluation of performance.  Assures financial activities and proper procedures are maintained within the Program and manages and monitors the Federal Funds and Budget planning.  Provide reports by deadlines, as required. Write grant and submit by deadlines. Implement and monitor the service provider for the development and placement of clients.  Provides the development and maintenance of public relations, conducts community needs assessments. Coordinates with the Department of Social Services, the State VR program, and with other agencies both in and out of the Tribe to maximize services to clients. Coordinates Staff training. Develop a system to ensure accurate record keeping and reporting.  Counsels and services a consumer caseload. Other duties as assigned to promote the efficiency and effectiveness of the department of education.

Desired Qualifications

· Masters in Vocational Rehabilitation Counseling degree in public administration, education, or allied field

· Five years or more experience in personnel management and contract compliance

· Knowledge of inter-governmental and community relations

· Proven success in developing and implementing program activities
Minimum Qualifications

· Knowledge of Tribal people and successful experience working with tribal people in education, employment or related field

· Two or more years prior supervisory experience and grants management. Experience as a vocational rehabilitation counselor may be substituted

· Excellent interpersonal and communication skills, especially in leadership

· Proven ability to exercise good judgment under stressful situations

· Ability to use a computer at an “intermediate” or higher level and word processing skills at a high level of proficiency

· Ability to maintain absolute confidentiality of sensitive information

· Strong understanding of workforce diversity and cultural sensitivity

· Demonstrate knowledge of community services and resources to increase employability

· Demonstrate ability to apply sound fiscal, personnel and case management
· Encouraging sobriety from alcohol and drugs for the past three years.  Must not have misdemeanor/felony offenses related to controlled substance of alcohol or drugs within the past ten years.

·  Must possess a valid driver’s license and be insurable at the time of application and during the course of employment.

· Must pass a criminal background check and have no criminal convictions against: children, elders, Domestic Violence, or crimes involving dishonesty/deception/theft/fraud.

· If in recovery, must be able to document sobriety/recovery of at least five years.

· No misdemeanor or felony offenses related to controlled substance of alcohol or drugs within the past ten years.

· Must be able to meet expectations and performance as listed in job duties and responsibilities.

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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