
CONFEDERATED TRIBES OF THE UMATILLA INDIAN RESERVATION
46411TIM1NE WAY, PENDLETON, OR 97801

(541) 27 6-3s70 FAX (541 ) 276-9060

*Note 4 positions
RE.ADVERTISED

POS|T|0N DESCRIPTI0N and VACANCY ANNOUNCEMENT

POSITION TITLE: lndian Education Coordinator (4 positions)

SALARY: Pay Range: Step 5

$+0,000 - $++,000 annual D0E/DoQ

DEPARTMENT: Department of Education

LOGATION: Education Department
Confederated Tribes of the Umatilla lndian Reservation and Pendleton, Pilot
Rock, or Athena-Weston District Schools

EMPLOYMENT STATUS: Full-Time with full benefits
Covered Status (extensive background check)
Non-Exempt

SUPERVISED BY: Youth Services Program Manager

OPENING DATE: May 16,2025

CLOSING DATE: 0pen Until filled, Review July 15, 29,2025

CTUIR MISSION STATEMENT

Exercise the Tribe's sovereign authority to achieve the maximum protection of resources identified in the Treaty of
1855; to protect newly acquired lands wherein the Tribe has a vested interest, to protect the lands of all the
citizens and residents of the Umatilla lndian Reservation. This position will protect human life, water, land, air,
and wildlife by exercising professional skills and abilities in the protection of the resources of the Confederated
Tribes of the Umatilla lndian Reservation (CTUIR).

GENERAL STATEMENT OF DUTIES

lndian Education Coordinator is responsible for increasing student participation and community partnerships,
promoting Tribal students' academic and emotional well-being through culturally relevant programming, and
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enhancing family engagenent in education. They coordinate outreach to students and families, organize cultural
activities and educational events, participate in professional developnnnt, and collaborate with local programs
and schools to provide enriching experiences. Additionally, they will use 506 data to mnitor students' academic
progress from kindergarten through high school to foster inproved attendance and higher graduation rates.

EGMPLES OF ESSENTIAL JOB DUTIES & RESPONSIBILITIES DEPENDING ON STUDENTAGE GROUP

Culture Enri chnBnt (307")

1. Develop and inplenent educational prograns, wcrkshops, canpaigns, knowledge enrichnBnt
activities, skill enhancernent classes, trainings, and other mdalities, for assigned schools that
pronirote Anrcrican lndian/Alaska Native (A|/AN) history culture, and traditions.

2. Ensure that school staff and fanrilies are a\ are of the cultural leave form and the school's absentee
policies regarding cultural cerermnies and events.

Acaderic Support (20U
3. Provide oneon-one or group academic support sessions to students in various subjects, including but

not lirn'ted to rnath, writing, and reading. Additional subjects depend on capabilities.
4. Monitor student progress and assess student's academic needs to address their specific areas of

irprovenBnt.
5. Responsible for providing or arranging acaderfc support when needed by consulting with students,

teachers, and families.
6. Offer students guidance on study skills, tine rnanagenent, and problernsolving strategies.
7. Maintain regular conmrnication with parents to provide updates on progress and address any

concerns and encourage parental support in relation to education goals.
8. Responsible for identifying students who are not on track for graduation and providing all available

resources to the school stafl students, and families.
Student lVonitori ng (20W

9. Monitor student's attendance patterns and followup with stafl studefis, and families regarding
absenteeism and truancy. Develop attendance incentives to increase attendance rates.

Record Keeping (107")

10. Must conpile and nmintain detailed reports of daily student and family interactions, including but not
limited to, attendance, grades, and referral-related contact.

General Dutiesof All TitleVl ProgramStaff (207")

11. Collaborate with tribal leaders, elders, educators, and conrrunity nerbers to ensure accurate and
respectful representation of AI/AN perspectives and to help connect students and families with
additional resources, such as scholarships, after-school progralre, counseling services, or cultural
enrichnBnt opportunities, using the established referral process when necessary, and with teachers
and staff to develop basic personalized learning plans to help students achieve their academic goals.

12. Responsible for identifying eligible Native AnBrican/Alaska Native students, collect conpleted 506
forns and ascertain that every student in the program has a corpleted 506 form

13. Must assunB a fair share of responsibility of general program activities that at tinBs rmy go beyond
the regular hours including attending staff nBetings, other neetings as requested, and other job
related dr.rties as assigned bythe Youth and the Education Director. Must be flexible with work hours.

14. Must nmintain, denpnstrate, and present a positive and supportive attitude about job role and
responsibilities.

15. Must respond proactivelyto reconrrBndations rnade in periodic observation and annual perforrmnce
evaluations.
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16. Any other assignnent as long as it has to do with the mission of the Education departnent, Youth
Services Annual Work Plan, and objectives of the Title Vl grant.

SUPERVI SORY AUTHORITY:

None
SIGMTORY ALIIHORITY:

None
ACCESS TO SENSITIVE AREAS:

Studefi data systens, Education Departnent, and school district offices.

REQUIRED MINIMUM QUALIFICATIONS: (lt is the responsibilitv of the applicant to dermnstrate in writing he/she
does npet the following minimrm qualifications.)

1. Bachelo/s Degree preferred in Education or Hurmn Services with trryc years experience in the field of
Education. May be substituted for:

2. Associate s degree with turo years experience in the field of youth services, OR

3. High school diplonn or equivalent, with three years' experience uorking with students in an educational
setting.

4. Must havethree years' experience and/or knowledge of urorking with AnBrican lndian/Alaskan Native
conrrunities.

5. Must have strong interpersonal and conrnrnication skills, including the abilityto conmlnicate effectively,
orally and in vwiting.

6. Must havethe ability and interest to greet the public and handle difficult situations on the phone in a
professional and courteous manner.

7. Abilityto carry out assigned duties/projects in an efficient and tinely rrnnner with mininnl supervision
and mtst be able to handle mrltiple projects and rarcrk within defined tinelines.

8. Must be able to secure sources of information relating to Tribal problens/concerns. Becone
knowledgeable of types of services provided by CTUIR Tribal GovernnBntal programs.

9. Must have experience with and thorough knowledge of Microsoft \Atndows and Microsoft Office, and other
office technological equipnnnt mrst be kept current by attending training as directed by supervisor.

10. Considerable knowledge of general office practices and procedures. lndividuals rrust be highly organized
and have good filing skills.

11. Must practice confidefiiality at alltinBs.
12. Valid driver's license is preferred, not required, but mrst have reliable transportation to and from work

PHYSICAL DEIT/ANDS:

1. Ability to stand and unlk around for long periods of tinr.
2. Ability to sit in autormbiles and/or airplanes for travel to conferences, seminars, and training.
3. Ability to lift up to 25 pounds of records or other rnaterial in storage containers/totes/boxes, over the

head.

Pursuant to Tribal Worke/s Benefit Code Section 4.02.A. "All workers shall disclose any preexisting physical or
nental disorder and/or disability that could potentially affect or inpair the vrorke/s ability to perform in a
reasonable and safe n€nner the activities involved in the position in which they work. Disclosure shall be nmde in
the enploynent application or interview before conrrencing enploynent or before conrrBncing new job dr.rties
after job reclassification, reassignnrent, pronntion, dermtion, or other change in job duties. The content of such
disclosure shall be nnde prorptly bythe covered worker after submitting a claimfor benefits underthis Code."
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SELECTION PROCESS:

Tribal Personnel Policies lt/anual, Section 3.01: ErploynBnt Preferences

The Tribe's enploynent preferences shall be as follows:

1. lndian Preference. lt shall be the policy of the Tribe to provide preference in hiring opportunities within
the Tribal governnent to CTUIR nerbers and to other lndians enrolled in federally recognized tribes.
This CTUIR nerber and lndian preference shall be applicable in all erployee hiring, prorrctiorl and
transfer decisions.

2. Veteran's Preference. lt shall be the policy of the Tribe to provide preference in hiring opportunities to
veterans honorably discharged fromthe United States Arned Forces.

3. The enploynent preferences set forth in this section shall apply to all Tribal programs regardless of the
programs funding source and shall apply to all classes of positions referenced in section S3.05.

4. Ercept for the erploynent preferences authorized under this section, it shall be the policy of the Tribe
that no erployee or job applicant shall be discriminated against in pursuit of er"ryloynent or career
growth due to race, color, religion, gender, sexual orientation, age or national origin.

All CTU|RTribal positions are conpetitive. All erploynent applications and supportive erploynent rnaterial will
be evaluated based on the relevance of the applicant's qualifications and experience as it applies to this position.
Applicafis who dennnstrate that they neet the minim.rm qualifications and experience nrpst relevant to this
position will be considered qualified to conpete for this position and be eligible for an interview.

DRUG FREE \'1/ORI(PI.ACE:

The Confederated Tribes of the Umatilla lndian Reservation has a "Drug Free Workplace Policy''and will conduct
PreEnploynent Drug Testing. A preenploynent drug test is required before any enploynBnt offer is to be
made. All tribal erployees classified as safety sensitive are subject to random Alcohol and Drug testing pursuant
to the Tribal Personnel Policies Manual.

COVERED POSITIONS

Pursuant to the Tribal Personnel Policies Manual, Section 2.23, this is a Covered Status Position. This position
requires the individual to pass a preenploynent fingerprint background check that is sufficient to nBet
requirenents for the Federal Bureau lnvestigation's Criminal Justice lnformtion Services certification to be able
to access federal inforrnation under the Tribal Access Program (TAP) This will be done before starting any
Covered position with CTUIR The individual will undergo an FBI fingerprint background checkto determine
clearance to be around children, reinvestigations shall occur at a frequency of no mpre than every five years

FPP\tt,22).

APPLICATION DEADLINE:

Conplete Tribal erploynnnt applications will be accepted until 400 P.M., on the posted closing date as found on
Page 1 of this announcerrpnt or postrmrked bythat date. ONLYTHOSETRIBAL EMPLOYMENTAPPLICATION
PACKETS \A/I_IICH ARE COMPLETE WTH ALL ADDITIOML REQUIRED INFORIVIATION, AS FOUND IN THE
"REQUIRED EMPLOYMENTAPPLICATION PACKET IUATERIAL" BELOWWLL BE CONSIDERED. Enploynent
application packets received after the application deadline will not be considered.

lndian Education Coordinator
Department of Education

Page 4 of 5 Revised: 5/21/25



It is the responsibility of the applicant to provide sufficient evidence to showthey fully npet the qualification
requirenpnts.

REQUT RED EMPLOYMENT Applt CAT| ON PACKET II/ATERIAL:

1. Corpleted Tribal Erploynent application.
2. Cover letter explaining your qualifications and experience relevafi to the functions of this position.
3. Personal resurre identifying your qualifications and experiences relevant tothe functions of this position.
4. Corpleted CTUIRs Supplenental Application Form (if applicable).
5. High School Diplorn/GED or copy of official college transcripts (as applicable).
6. Tribal and lndian preference: Must provide copy of Tribal Enrollnent Card, Certificate of lndian Blood or

such with Federally Recognized Tribe.
7. Veteran's preference: Must provide proof of honorable service and discharge or conpleted Form DD214.

APPLI CANT RESPONSI BI LITY

It is the absolute responsibility of the applicant to provide sufficient evidence to showthey fully neet the
rf nimtm qualification requirenrents. Applicants failing to nBet the ninirrum qualifications are not granted
intervieus. lf it is questionable as to whether an applicant nBets the nf nimrm qualifications, an ifierview rny be
granted solely to rnke that determination.

OBTAIN AND SUBMIT APPLICATION TO:

Confederated Tribes of the Urmtilla lndian Reservation
Office of Hurmn Resources
Staffi ng and RecruitnBnt
4@11Tim(ne Way
Pendletoq OR 97801

Phone: (541) 27C3570 or Fax: (il1)T1G9060

To the application package mlst be post rmrked bythe closing date.

D-I 0 uz(
Patricia Farrow Staffing and Recruitnefi Specialist Date

Appl icant Review and Acknowledgenpnt
I have read the foregoing position description and understand the requirenents of the position for which I am
applying. I further certifythat I fully neet the minimrm qualifications for the position as advertised. (Original
signature mtst be placd onfile inthe enploye's personnelfilevvhen/if hird for thisposition)

Applicant Signature Date
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