Job Description

Position Title	Native Youth Community Project (NYCP) College and Career Specialist	2016.144
Department	Department of Education
Compensation	DOE
[bookmark: _GoBack]Additional Note	This position is fully grant funded. Position exists for the four years of the project funding period. This is a twelve month position.


Summary of Duties and Responsibilities
College and Career Specialists will create and implement the college and career readiness program and support the school counselor by meeting with students and parents individually and in groups to assist with preparing middle school students for college and career.  The Specialists will design and implement a school success program which includes intrusive advising, mentoring, and an afterschool program to include tutoring, social, emotional, nutritional and physical wellbeing activities.  Must be able to work a flexible schedule to include the after school program and occasional weekend and evening hours.  The College and Career Specialist will work a maximum of 40 hours per week at a pay rate which is based on education and experience.
Responsibilities
Construct and implement college and career program for students in grades 5-8.
Establish college and readiness outcome measures of success for grades 5-8.
Design and implement an afterschool program to include tutoring, social, emotional, physical and cultural activities.
Assist in completing a High School Application (HAW) for transitioning 8th graders.
Recruit and follow up with students for special programs i.e. volunteers, various leadership opportunities, and other local or out of area programs.
Work towards increasing student GPA in core middle school courses.
Work towards an increase in the number of middle school students scoring proficient or higher on state assessment.
Increase and monitor participation of youth in summer youth internships and other        activities. 
Lead for Career Inventory Skills for all 5th through 8th graders.
Assist in Organizing College and Career Fair.  
Serve on Planning Committee for end of the year Awards Program.
Serve on 8th Grade Graduation planning team. 
In coordination with guidance counselor provide quarterly, semester and year end reports and final transcripts for eighth graders. 
Keep the Director and department staff informed by developing and maintaining a network of contacts to assist in the implementation of the Coeur d’Alene Tribe’s College and Career program.
Collaborates with the Director of Education and school partners to coordinate student and education data. Provides increased accountability by capturing and analyzing data to track student success. 
Write an official school recommendation for each 8th grader by gathering information from parents, teachers, school records, and students themselves.
Make informational presentations to parents and community.
Stay current on issues and trends in college admission, higher education, testing, as well as keeping up-to-date about specific colleges.
Maintaining and disseminating information about standardized tests such as ISAT and SAT, and helping to administer and working with the school counselor to arrange for extended time on these tests as warranted.
Remains aware of the Tribes and community needs and initiates activities to meet those identified needs.
Establishes and maintains cooperative relationships with parents and the community to support CDA Tribe’s education goals and program objectives.
Recommends improvements and/or additions that enhance the efficiency and
effectiveness of the Tribes college and career readiness efforts.
Creates, develops and maintains a college and career readiness website for the Tribe.
Directs the Tribe’s college readiness events. Represents the Tribe and the CDA Tribe Department of Education on selected committees or at selected meetings.
Develops dual enrollment opportunities for students.
Meet with high school admissions representatives from the schools that students plan on attending.
Engages in continuous learning through professional reflection and active collaboration with colleagues
Promotes strong relationships with students’ families and care-givers that engage them in their child’s education and school events.
Establishes and maintains a student-centered Academic Success Center collaborates with teachers to determine tutoring, learning assistance, workshops, seminars, interventions, and/or academic coaching needs.
Tracks, assesses and reports data used to assess student achievement and retention; implements continuous improvement programs and processes, as appropriate.
Perform other duties as assigned.
Minimum Qualifications
Bachelor’s degree in education from a regional accredited university.
Idaho teaching certificate.
Three years of classroom experience teaching Native American students or students of diverse backgrounds.
Ability to create and edit written communication in all forms, resulting in products that    are technically precise, accurate and readable.
Experience with current classroom technology such as Smartboards, document cameras, Interactive Video Technology, Skype etc.
Knowledge of Plummer Worley School District and Tribal School curriculum and national/state and initiatives. 
Highly Skilled in in operation of personal computer and associated peripherals, Excel, Windows, MS Office, email, Internet and design applications.
Experience creating virtual professional development, designing webpages, and developing surveys.
Excellent organizational, communication, and interpersonal skills required to achieve the goals of this position.
Ability to support all department goals and objectives.
Valid driver’s license, and finger printing are required.
Must pass a background check.
Must pass a drug test.
Physical Demands
While performing the duties of this job, the employee is regularly required to sit and use fingers and hands 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 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.
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, 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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