[bookmark: _GoBack]2014.135
Job Description
Job Title: 	High School Coordinator 
Department: 	Department of Education 
Supervisor: 	Director of Education
Salary: 	DOE

Summary:
The role of the High School Coordinator is to promote and support linkages between the Lakeside High School staff and the following programs: Native American Career Technical Education, University of Idaho Serve and Learn, University of Idaho Trio Upward Bound, North Idaho College Dual Enrollment “Wings” and other college and university programs to help our Native American students successfully complete four years of high school; facilitate the transition to a two or four year college or university;    while assisting students in maintaining their cultural ties to their family, tribe, and community.

Responsibilities and Duties:
This list includes, but is not limited to the following:
· Recruit and enrolls students in the JOM program and closely monitors academic progress, attendance, behavior, as well as other influences impacting school life.
· Coordinates academic and other support services for all enrolled students.
· Provides direct instructional support in writing, mathematics, science, history, etc. to approximately eighteen students.
· Analyzes Idaho State Assessment data and local measurements to determine the   students’ current academic standing.
· Creates and maintains student database to include grades, attendance, and support services, etc. to communicate with students, parents, teachers and administration.
· Communicates with high school students, parents, teachers, counselors and district personnel to provide information and answer questions regarding services.
· Prepares reports, including monthly report for the Director of Education
· Attends and participates in student CARE team meetings 
· Assists in planning activities that familiarize students with college and professional technical programs.
· Assists in designing lessons for the career advising program and co-teach with the NACTEP Manager.
· Manages the budget ensuring the expenditures are within approved budget and performs all purchasing functions following the Coeur d’ Alene Tribe financial procedures.
· Participates in School District training activities and other State or National related conferences.
· Administer and proctor eCIS, COMPASS, and Soft Skill Assessments.
· Assists juniors and seniors in completing the Coeur d’ Alene Tribe Higher Education application, college applications and other documents in preparation for college/university or professional technical college. 
· Communicates and collaborates with Coeur d’ Alene Tribe Court Services, Social Services and other agencies to support students.
· Teach and/or co-teach elective courses.
· Develops and maintains relationship with administrators, high school staff, and college staff to foster student success.
· Maintains a positive, helpful, constructive attitude and work relationship with supervisor, colleagues, students, and the community.
· Performs other duties as assigned.

Minimum Qualifications:
· Bachelor’s degree in education is required and two years teaching experience is strongly preferred.
· Ability to read, analyze, and interpret documents and information, such as educational journals.
· Ability to write business correspondence, original reports, and the ability to teach high school students how to write narrative, expository, persuasive, creative, poetry, etc.
· The ability to effectively teach and tutor high school students in basic mathematics, Algebra I, Algebra II, and Geometry. 
· Ability to solve practical problems and the ability to interpret, identify, assess, or diagnose a variety of information furnished in written, oral, diagram, or observed and plan approaches that respond to problems or challenges.  
· Ability to find alternative solutions by weighing alternatives and developing action plans.
· Proficient level in Excel and competent skill level in operation of personal computer and associated peripherals, Windows, MS Office, email, Internet and design applications.
· Must have a basic ability to operate copier and fax machine.
· Idaho teaching license, valid driver’s license, and finger printing are required.

Physical Demands:
While performing the duties of this job, the employee is regularly required to sit and use fingers and hand to type/keyboard and/or handle materials.  The employee is required to sit, stand, walk and reach with hands and arms.  The employee is occasionally required to lift educational equipment and resources.  The vision requirements include close vision.

 
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
