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HUALAPAI NATION
JOB ANNOUNCEMENT

                                          OPEN COMPETITIVE
JOB TITLE:  
Family and Community Partnership Coordinator             
DEPARTMENT: 
Head Start                       
CLASS:    

Full Time, Regular, Covered, Exempt
SALARY:    

D.O.Q
OPENING:

January 9, 2015     
CLOSING:

January 23, 2015
POSITION SUMMARY:

Under the general guidance of the Head Start Program Director, the Family and Community Partnership Coordinator is responsible for the organization and administration in the supervision of Social Service component of the Hualapai Head Start Program.   This position is responsible for the design, implementation, and supervision of all parent activities.  The coordinator insures compliance with applicable performance standards, and organizes parent group and committees necessary for parent involvement in the Head Start policy formulation and implementation.  
This position also oversees the transportation services for the program.
ESSENTIAL FUNCTIONS: 

· Understand that evaluations will be performed by the Head Start Program director.
· Must adhere to Hualapai Tribal Personnel Policies and Procedures and Head Start In-House Policies.

· Report all child abuse and neglect cases to the designated head start employee.  Also report all accidents, incidents, and /or disturbing observations according to the protocol.

· Responsible for completing travel expense claims, turning in left over cash and submitting receipts with expense claim to the accounting department.  Copy for head start files.

· Participates in all training, meetings, and field trips which may involve weekends, overnight and/or out-of-town travels.

· Build and maintain open communication with children, parents, and staff in a professional manner with utmost respect, encouragement, and positively.

·  Cooperatively works as a team player by contributing interactively.  Participate in annual planning, grant application, and any other activity that requires a group effort.
· Contribute to child’s learning by actively communicating and interacting with all children at all times to promote language and literacy.

· Supervises the Head Start bus drivers and classroom helpers/bus aides.

· Participate in On-site Program Evaluation, annual self-assessments, recruitment, and community assessment.

· Directs staff in the conduct and analysis of the community needs assessment.

· Directs staff in annual recruitment, screening and enrollment of eligible children.

· Maintains current inventory of community resources, agencies, and partnerships.

· Prepares monthly reports due by the 5th of following month.

· Carries out goals, policies, and activities designed to implement Family & Community Partnership components in accordance with the goals, objectives, Head Start Act and Performance Standards in collaboration with parents and staff.

· Other duties as assigned.
EDUCATION, EXPERIENCE AND SKILLS REQUIRED: 
· Must submit to and pass required drug/alcohol test given throughout the school year for purposes of certification, random testing and/or reasonable suspicion.
· Must have a High School Diploma or G.E.D as well as training & experience related to social, human, or family service.
· AAS or AA in social, human or family service is preferred. Must be willing or possess the ability to obtain any combination of education, training, and experience which demonstrates ability to perform the duties of the position and a willingness to obtain within 2 years after signing the job description. 
· Must maintain a current certification in Pediatric Emergency First Aid and CPR.
· Must maintain a current food handlers’ certification.


· Must have a CDL class B with passenger endorsement or be willing to obtain within 45 days of employment.

· Must respect confidential information and sign a confidentiality agreement, agreeing to keep all sensitive information regarding children, staff, parents, and programs confidential.

· Must pass a security check according to the Arizona House Bill 2218.   
· Ability to read, write and speak English effectively.

· Must be willing to attend overnight off-site workshops and other training opportunities as requested by supervisor.
· Must be insurable by the Hualapai Tribe.
· Must receive and pass an annual physical examination and Tuberculosis skin test.                     
· Knowledge of public laws and regulations regarding the rights of service to the disabled as well as the different types of conditions, services, and treatments.
· Must be computer literate.

· Ability to supervise others and maintain a positive working relationship with children, parents, other staff and management.
HOW TO APPLY:
Submit a completed Employment Application to:  Human Resources Department, PO Box 179, Peach Springs, AZ 86434, fax (928) 769-1191, or call (928) 769-2215/2216 for information.  To be considered for employment, the Human Resources Department must receive a completed application by 5:00 PM on the closing date.  A resume will not be accepted in lieu of a completed employment application.  All applications and supporting documentation submitted becomes the property of the Human Resources Department, please keep copies for your own reference.
PREFERENCE:

All applicants are considered without regard to age, sex, race, national origin, religion, marital status, or physical disability. However, preference will be given to qualified Community members, to qualified persons of Indian descent, then to other qualified candidates in accordance with Public Law 88-355, Section 703 (702-71) and public Law 93-638, Section 7B.
THE HUALAPAI TRIBE IS AN EQUAL OPPORTUNITY EMPLOYER/PROGRAM

Auxiliary aids and services available upon request to individuals with disabilities
