Job Description

Position Title	Wetlands Coordinator	2016.129
Department	NR/Environmental Programs Office
Compensation	$35,000 - $60,000 DOE


Summary of Duties and Responsibilities
The Coeur d’Alene Tribe’s wetlands goal is to conserve and restore wetlands on the Coeur d’Alene Reservation in a manner that meets the needs of the Coeur d’Alene Tribe. The Wetlands Coordinator’s main responsibility is to develop and implement the Tribe’s Wetland Program Plan (in draft). This is a staff-level position in the Environmental Programs Office (EPO) that requires an excellent team player and someone that works well both independently and in a closely supervised setting. Other duties include grant writing, coordinating wetlands tasks with other Tribal departments and programs, commenting on proposed policies, plans and projects that may impact wetlands and related resources, and participating in other Tribal initiatives that may utilize skills that the Wetlands Coordinator possesses and that relate to overall Tribal goals as well as the objectives of the position.
Develop draft agendas for and co-facilitate the Coeur d’Alene Tribe’s Wetland Workgroup meetings
Prepare draft materials and notes for the Tribe’s Wetland Workgroup meetings and tasks
Conduct wetlands research to support the Tribe’s Wetland Program Plan efforts.
Coordinate with other Coeur d’Alene Tribal departments, programs and entities on the Tribe’s wetlands work
Implement tasks in the EPO grant work plans that pertain to the Wetlands Coordinator position
Develop draft documents to support the Tribe’s wetland grant deliverables (Wetland Program Plan, Quality Assurance Project Plan, etc.)
Coordinate and conduct field activities and research including but not limited to testing and implementing wetland inventory and assessment tools on Reservation wetlands
Identify funding sources for wetlands-related work on the Coeur d’Alene Reservation (planning and implementation)
Assist in grant writing and budget development to support the Tribe’s wetlands work
Review and comment on proposed plans, policies, procedures, and projects related to wetlands
Perform wetland-related public education and community outreach activities
Other duties as assigned by supervisor
Desired Qualifications
Master of Science degree in environmental science, biological science, natural resources or closely related field (i.e. ecology, botany, geology, soils, forestry, wildlife biology, etc.)
Prior experience working with Indian Tribes
Current registration as a Professional Wetland Scientist with the Society of Wetland Scientists
Experience performing wetland delineations using the USACE 1987 Manual and Regional Supplement(s) and identifying wetlands with the Cowardin et al. (1979) classification system
Experience performing wetland inventories and assessments (functional or other types of assessments)
Experience with data analysis and report writing related to wetland delineations and wetland assessments
Ability to use GPS equipment
Ability to create maps using GIS
Experience with grant writing and project planning
Experience with leading field crews and project teams
Minimum Qualifications
Bachelor of Science degree in environmental science, biological science, natural resources or closely related field (i.e. ecology, botany, geology, soils, forestry, wildlife biology, etc.)
A minimum of two years of professional experience in applied environmental science or a related field
A Master of Science degree in the above disciplines may substitute for professional experience
Basic scientific field research skills
Experience with collecting and recording biological field data and the ability to identify plant and animal species in the field
Willingness and ability to work outdoors in a variety of locations and conditions
High motivation and an ability to work independently and as part of a multi-disciplinary team
Excellent communication skills (written and oral)
Knowledge of Indian tribes and ability to work in a multi-cultural setting
Strong people skills and ability to maintain a professional manner in all aspects of work
Strong computer skills in the MS Office package (MS Word, MS Excel, MS Outlook, MS Powerpoint, etc.) and internet
A valid Driver’s License
Ability to travel for up to a week at a time
Supervision Received and Exercised: 
Direct supervision of the position is provided by the Environmental Action Plan Coordinator (manager of the Environmental Programs Office).  The Wetlands Coordinator does not supervise any full-time employees.  The Wetlands Coordinator may assist in giving work assignments or including summer youth employees in wetlands work and may also on occasion lead the EPO’s Environmental Technician or seasonal crew members for wetlands field work.
Scope and Effect:
The scope and effect of this position is Reservation-wide and is intended to benefit all residents.
Personal Contacts and Purpose of Contacts:
Personal contacts are primarily with Environmental Programs Office and Natural Resources Department staff, as well as other Tribal department and program staff as needed.  Other contacts may include entities outside of the Tribe as directed by supervisor.
Physical Demands and Work Environment:
Physical demands for this position consist of being able to access any location where there is a wetland and this may occur during all types of weather and conditions; sun, wind, rain, snow, etc.  This may include hiking off trail in steep and unsafe locations and carrying equipment that weighs up to 50 pounds.  This position spends approximately 75% in an office environment and 25% in other environments such as wetlands and other natural areas.
Other: 
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 the minimum qualifications. Interviews do not create a right to employment and provide no promise or guarantee of employment 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.
[bookmark: _GoBack]To apply, submit a Tribal Application, resume, writing samples, three letters of reference, and college transcripts to: Human Resources Department, P.O. Box 408, Plummer, ID 83851. For more information, visit our website at www.cdatribe-nsn.gov  or call 208-686-4068.
Sign below stating you have read the above job description and fully understand the qualifications, duties and responsibilities required of this position. Return this job description with the application and your resume.
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