Job Description

Position Title	Native Youth Community Project (NYCP) Program Manager	2016.145
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
The NYCP Program Manager will administer and oversee the NYCP Grant. The NYCP Program manager will be responsible for data entry, accounts payable and purchasing activities, travel arrangements, setting up monitoring systems, and assisting the Program Director in planning, monitoring and modifying budgets as necessary.  Assists the College and Career Specialists with program reporting requirements.  Prepare the quarterly and semester DOE data reports and prepare the Federal GPRA mid and final year reports to be submitted to the US Office of Indian Education. Maintains the NYCP office area and monitors the flow of correspondence to ensure timely delivery.  Provides the public and/or students with assistance when they are in the NYCP office.  Maintains and implement software for the management of the program.  
Essential Responsibilities
Assist Program Director in developing, maintaining, and monitoring annual budgets and modifications.
Complete budget modifications as needed.
Have knowledge of account codes and accurately code all expenditures for payment.
Responsible for all travel arrangements, accounts payable, and purchasing activities for the NYCP Program.
Create spreadsheets as required to track data for Department of Education reports and Federal reports for the program.
Meet and work with the external evaluator.
Prepare program reports to be submitted to the Office of Indian Education.
Create monthly college and career youth activity calendars.
Maintain filing and correspondence for the program.
Schedule and oversee meeting arrangements for the program
Maintain correspondence and assist with formatting when needed.
Communicate with middle school administrators, students, parents, teachers, counselors, and district personnel to provide information and answer questions 
Develop and maintains relationships with middle school staff to strengthen support for students.
Assist in collecting qualitative and quantitative student data for various NYCP reports as needed for Director of Education and Tribal Council.
Create data analysis systems, graphics, etc. that assist in the development of grant and project proposals.
Assist with the organization and implementation of training for NYCP staff. 
Assist with the completion of all ECO forms and creates a tracking system categorized by each individual employee.
Assist with completion and routing of contracts.
Ensure supply order requests are complete with justification before coding and submitting to Director for approval.
Maintain program-wide inventory.
Maintain a positive, helpful, constructive attitude and work relationship with supervisor, colleagues, students, and the community.
Possess strong oral and written communication skills.
Meet and greet public and/or students and introduces them to the designated staff member.
Maintain and order equipment and office supplies.
Other duties as assigned.
Required Minimum Qualifications, Knowledge, Skills, and Abilities
The requirements listed below are representative of the minimum knowledge, skill, and/or ability necessary for an individual to satisfactorily perform each essential duty and be successful in the position.  
Bachelor’s Degree in Business Administration, Education or related field.
At least four years’ experience in grant management.
Proven success in developing and implementing systems for data analysis and monitoring.
Extensive knowledge and experience in operation of personal computer and associated peripherals, Windows, MS Office, email, Internet and design applications.
Knowledge and experience with Interactive Video Conferencing, Skype and other communication programs.
Maintain absolute confidentiality of program information.
Ability to maintain a Federal Grant budget and the CDA Tribe Finance budget.
Excellent communication skills with students, parents and the public.
Aptitude and ability to multitask.
Aptitude for meticulous attention to detail and organizational skills.
Maintain an excellent attendance record.
Ability to work independently and consistently in a professional manner.
Must have ability to operate copier, scanner and troubleshoot when problems arise.
Ability to create high quality correspondence and reports.
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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