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

(541, 27 6-3570 FAX (s41 ) 276-e060

POS|T|ON DESCRIPTION and VACANCY ANNOUNGEMENT

POSITION TITLE: Tribal Navigator

SALARY Pay Range: 7-8

$s2,790.06 to $74,1 64.20 annual
D0E/D0Q

DEPARTMENT: Department of Education

LOCATION Nixydawii Education Center, Mission 0R
Marrow Hall at Blue Mountain Community College, Pendleton 0R

EMPLOYMENT STATUS Full Time with benefits package

Covered Status
Background check required
Non-Exempt

SUPERVISED BY: Higher Education Manager

OPENING DATE: May 6,2025

CLOSING DATE: May 20, 2025, First Review

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 (Confederated Tribes).

GENERAL STATEMENT OF DUTIES

The Tribal Navigator supports Tribal members in achieving their educational and career goals by providing student
support services and workforce readiness assistance. This position fosters a welcoming and inclusive campus
environment by serving as a Tribal liaison at Blue Mountain Community College (BMCC) and facilitating college
readiness and post-secondary student services for Tribal students. A key responsibility is teading the College
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lnternship Progranl which connects post-secondary students with internship opportunities and career
developnent resources.

EGMPLES OF ESSENTIAL JOB DUTIES & RESPONSIBILITIES

Tri bal Navi gator (607")
1. Provide student success services to Tribal learners who are interested in/or actively pursuing vocational

trai ni ng, post-secondary educati on, and col I ege i nternshi p opportuniti es.

2. Guide students and farflies through the college readiness processes (i.e., admissions, registration,
financial aid, academic advising, bookstore, etc.) and provide tutorials on electronic systerns/applications
used by BMCC.

3. Coordinate with BMCCs to streamline adrissions, registration and financial aid processes, ensuring
students receive placenent testing and course selection support, etc.

4. Monitor BMCC Tribal student progress to ensure conpliance with academic standards.
5. Serve as staff advisor for the BMCC Native Anerican Club (MC), chair the BMCC povwow cormritteg and

actively participate in the BMCC Native Anerican Advisory Conmittee.

I ntern Coordinator (407")
6. Coordinate and lead the Confederates Tribes College lnternship Program (ClP) in alignnrent with annual

uork plan objectives and rmintain conpliance with standard operating policies and procedures.

7. Foster strong relationships with ifiernal/external prograns and organizations to expand internship
opportunities for Tribal college students.

8. Coordinate with site supervisors to anticipate needs, resolve conflicts, and achieve shared goals, rnnitor
intern performnce and placenent site experiences.

General
9. Cultivate a respectful raorking/learning environrnent, rnaintain conpliance with the Family Educational

Rights and Privacy Act (FERFA), and adhere to departnent-specific expectations or procedures

10. Workto corplete project-level deliverables and prepare reports on accomplished urork in a tinely mnnner.

11. Review and conrrBnt on operational docunents associated with the DOE.

12. Conrrunicate program goals/expectations to participants and provide tinely feedback/docunBntation to
students, families, conrrunity partners, and appropriate erployees of the Confederated Tribes.

13. Act as an advocate, npntor, or academic coach for tribal nenbers and initiate referrals to tribal/nontribal
conmtnity resources and assistance programs based on derrcnstrated needs.

14. Maintain accurate progranming records and utilize culturally responsive subject rnatter/rnterial that is
current, relevant, and nBets industry standards.

15. Pronrpte high levels of achievenBnt in relation to individual skills and abilities of students/interns.
16. Facilitate group presentations or 1:1 coaching that foster academic success or rnorKorce readiness.

17. Planand lead conmrnity outreach efforts (i.e. FASFA/work source r,vrrrkshops, college/career fairs, college
visitations, alurmi engagenent) and develop public-facing nedia in accordance with the Confederated
Tribes branding guidelines (i.e., KCUW, CUJ, social npdia flyer distribution).

18. Collect and utilize data to rnake infornBd progranming decisions and use electronic systerre and
applications related to the job.
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19. Attend training(s) that will augnent the skills needed to perform essential duties/responsibilities and
rmintain current endorsenBnts, certifications, or credentials required for the position.

2O. Carry out other duties assigned bythe program rrnnager.

SUPERVISORY AUTHORITY: Col lege I nterns

SIGMTORY AUTHORITY:

Training docunrnts and staffing assignnents forthe Confederated Tribes College lnternship Program

ACCESS TO SENSITIVE AREAS:

lnternship program enploynent files, sensitive student infornntion, and higher education student files during the
proper perforrnance of duties.

REQUIRED MINIMUM QUALIFICATIONS: (lt isthe responsibility of the applicant to denpnstrate in writing he/she
does neet the fol I owi ng ri ni rrum qual if i cations. )

1. Possess a bachelo/s or mste/s degree in arts and hunranities, education, STEM social uror( or related field
with at least (1-2) years of experience OR a current industryrecognized credential in career and technical
education, wrcrKorce developnent, or related fields with at least (2-3) years of experience in worKorce
developnent or student success services.

2. Dennnstrated wrrking know'ledge of post-secondary student support and rryork-source services, preferably
admissions, advising, career coaching, outreach/recruitnent, or worKorce developnent.

3. Clearly dernnstrate experience coordinating within professional netrarrrrks and collaborating with conmrnity
partners to achieve shared goals.

4. Dennnstrate knowledge of and capacity to provide uork source services.

5. Have a working knowledge of and ability to inplenent mtivational ifierviewing techniques, standardized
progress rrcnitoring nethods, and needs assessnrents.

6. Proven conmrnity engagenent/outreach and event planning experience.

7. Must have experience navigating difficult conversations, corplex situations, and systenmtic barriers using
sound j udgnent, critical thi nki ng and problernsolvi ng ski l ls.

8. Must have strong interpersonal and conmrnication skills, with the abilityto create clear, well-structured reportg
ernils, letters, and pronotional rnaterials for marketing/outreach and address the public.

9. Must have recordkeeping and data nmnagenBnt/evaluation experience.

10. Must have experience with and a thorough understanding of Microsoft \Mndovls and Microsoft Office 365
products, Canva, Adobe Pro, search engines, and other office technology.

11. Must be self-rptivated and capable of wrrking independently and as part of a team with minimal supervision.
12. Proven abilityto manage mtltiple projects and conplete assigned tasks/duties effectively and efficiently.
13. Must have a valid state drive/s license, reliable transportation, and neet Tribal insurance requirenents

PHYSICAL DEIVIANDS:

1. Ability to stand and raalk around for long periods of tine.
2. Abil ity to sit in autorrcbi les and airplanes for travel related to job.
3. Abilityto urork evenings and/or a flexible schedulg as necessary
4. Ability to lift to 25 pounds of rareight above shoulders.
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Pursuant to Tribal Worke/s Benefit Code Section 4.02.A. 'All rarcrkers shall disclose any preexisting physical or
nnntal disorder and/or disabilitythat could potentially affect or inpairthe raorker's abilityto perform in a
reasonable and safe rranner the activities involved in the position in which they rarcrk. Disclosure shall be rmde in
the erploynent application or interview before conrrencing enploynent or before conrrencing new job duties
after job reclassification, reassignnent, pronrntion, denntion, or other change in job duties. The content of such
disclosure shall be mde pronptly by the covered urorker after submitting a claim for benefits under this Code."

SELECTION PROCESS:

Tribal Personnel Policies Jt/anual, Section 3.01: EnploynBnt Preferences

The Tribe's enploynent preferences shall be as follorars:

1. lndian Preference. lt shall be the policy of the Tribe to provide preference in hiring opportunities within the
Tribal governnent to CTUIR nBnbers and to other lndians enrolled in federally recognized tribes. This CTUIR
nBrber and lndian preference shall be applicable in all enployee hiring, pronntion, 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 ArnBd Forces.

3. The erploynent 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 $3.05.

4. Except for the enploynent preferences authorized under this section, it shall be the policy of the Tribe that no
enployee or job applicant shall be discriminated against in pursuit of enploynent or career growth dueto
race, color, religion, gender, sexual orientatiorl age or national origin.

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

DRUG FREE\ TORII(PLACE:

The Confederated Tribes of the Urmtilla lndian Reservation has a "Drug Free Workplace Policy'' and will conduct
PreEnploynent Drug Testing. A preenploynefi 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
tothe Tribal Personnel Policies Manual.

APPLICATION DEADLINE:

Conplete Tribal enploynent applications will be accepted until at 400 P.M., on the posted closing date as found
on Page 1 of this announcerrpnt, or postrmrked by that date. ONLY THOSE TRIBAL EMPLOYMENT
APPLICATION PACKEI-S \ ,FllCH ARE COMPLEIE WTH ALL ADDITIOI\{AL REQUTRED TNFORMATTON AS FOUND
IN THE "REQUIRED EMPLOYMENT APPLICATION PACKEI N/ATERIAL' BELOWWLL BE CONSIDERED.
Erployntnt application packets received after the application deadline will not be considered.

It is the responsibility of the applicant to provide sufficient evidence to showthey fully npet the qualification
requirenpnts.
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REQUI RED EMPLOYIVIENT APPLI CATION PACKET ]T'IATERIAL:

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

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

APPLICANT RESPONSI BI LITY

It is the absolute responsibility of the applicarft to provide sufficient evidence to showthey fully neet the
minimlm qualification requirenefis. Applicants failing to nBet the minimrm qualifications are not granted
intervietas. lf it is questionable as to whether an applicant nBets the minimlm qualifications, an interview rny be
granted solely to rnke that determination.

OBTAIN AND SUBMITAPPLICATION TO:

Confederated Tribes of the Urnatilla lndian Reservation
Office of Hurmn Resources
Staffing and Onboarding
46411Tinfne Way
Pendleton, OR 97801

Phone: (5/1) 27 G3570 or Fax: (il1)27c9060

To be considered, the application package mlst be post rmrked by the closing date.

( 2{
J \Mthers-Lyons, Director, Office of Date

Appl i cant Review and Acknowl edgenent

I have read the foregoing position description and understand the requirenents of the position for which I am
applying. I further certify that I fully neet the minimrm qualifications for the position as advertised. (Original
signature nust be placd on file in the enploye's personnel file vvhen/if hird for this posttron )

Applicant Signature Date
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