BRISTOL BAY NATIVE ASSOCIATION

POSITION DESCRIPTION

POSITION TITLE:   Tribal  or Village Administrator
OBJECTIVE:  Meeting the concept of Self-Determination in partnership with and for the success of the Tribe by performing the duties necessary for the accountability and administration of funds passed through to the Tribe.

QUALIFICATIONS:  

Candidates must demonstrate their ability to accomplish the Essential Job Results stated below.  Job knowledge / documentation/training needs required:  

High School graduate or equivalent. Two or more years office experience preferred.  Willingness to learn and develop skills for the accountability and management of Tribal funds and use of QuickBooks accounting software.  Ability to work independently, with minimal supervision.. Supervisory experience/skills preferred.  Able to complete a variety of tasks in an organized manner.  Willing/able to travel as necessary. Complete achievement of certain of the above specifications may not be required if, in the opinion of BBNA a particular candidate possesses significant offsetting characteristics, such as past accomplishments, experience, education, or estimate of future potential.  

ESSENTIAL JOB RESULTS

Achieve Program Goals 

by
Ensuring fiscal responsibility, to include

· Assisting the Tribe in managing all aspects of the MOA, addendums and attachments for Pass-through funds.  

· Utilizing QuickBooks software accounting program.  

· Providing assistance during the development of the annual budget for Tribe’s approval.  

· Organizing, operating, maintaining and reconciling the tribe’s finances. 

· Maintaining and complying with all reporting requirements including, but not limited, to those listed in current MOA.   

Keeps Management Informed

by 

· Responding to all incoming mail in a timely manner and forwarding as appropriate.  

· Being alert to grant funding opportunities and notices of important deadlines.

· Communicating directly to Tribal/Village Council on activities. 

· Attending monthly Council Meetings and participating as directed by Tribal Council.
· Preparing and giving a monthly activity report at Council meetings.

· Ensuring that minutes are maintained for the Tribe’s historic record.  
· Communicating directly to BBNA supervisor for technical assistance needs, proper routing of time sheets, leave requests, or other work as required by BBNA.

Monitors and improves program and service quality. 

by
· Participating at annual Tribal Administrator’s and President’s workshops and sharing ways to improve overall effectiveness of program.

Maintain confidentiality 
by

· Agreeing to BBNA’s and Tribe’s policy on confidentiality, keeping confidential information gained through employment secure, during and after this employment.  

Travel as necessary 

by 

· Participating in required training, and appropriate workshops that are beneficial to job duties.
Contribute to the overall team effort 

by 

· Welcoming new and different work requirements; exploring new opportunities to add value to the organization; helping others accomplish related job results as and where needed. 

Assigned by Tribal Council: as appropriate and /or required.
REPORTS TO:
Tribal Council President or designee

POSITION:

Fulltime position working 7.5 hours/day 
Work Schedule:     
BBNA BASE WAGE:
 $18.47 to $26.16  
INDIAN PREFERENCE IN HIRING GIVEN UNDER PL 93-638
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