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Job Vacancy Announcement
Diné College-Department of Human Resources

PO Box 98

Tsaile, AZ 86556

928-724-6952/6603
Position Title:

PROGRAM COORDINATOR

Vacancy Number:

070.GA11.AD
Location:


Ganado Center, Ganado, AZ 

Salary Classification:
Grade 09-$26,934.00-34,500.00
Internal:
Open:

September 15, 2011

Closing:
Open Until Filled
External:
Open:

September 15, 2011

Closing:
Open Until Filled
Major Duties and Responsibilities:

· Assists in developing goals and objectives for the regional programs and functions. 
· Assists in the development of the regional academic course schedule including but not limited to identifying course needs, facilities, and faculty.

· Gathers and compiles data for the development and implementation of student tracking systems and educational planning strategies.

· Promotes the Regional Center and related activities through marketing, presentation and committees.
· Assists the Regional Director in developing and monitoring budgets and allocation of human and financial resources (assist in preparing budgets, sequence of courses)

· Prepares and presents written and oral reports in English for chapters / schools.

· Advises students in academic and career issues and assist students in developing education and career goals. Assist Student Programs, TRIO and other college departments in providing services locally.

· Conducts activities and programs including but not limited to orientation, workshops, and special events.

· Assists in the development, implementation and evaluation of the regional recruitment plan. 

· Plans and implements recruitment activities for assigned high schools, agencies, and organizations.

· Supervises and trains student employees, interns, and volunteers.

Minimum Qualifications:
Education:

· Bachelor’s degree required. Master’s degree preferred.
Experience:

· Two or more years’ experience in counseling, advising, student development, educational leadership or related field, preferably in a higher educational institution.
Language:

Must be able to demonstrate a high degree of fluency in the speaking and writing of the Navajo and English language.  

Conditions:
Pre‑employment policies as indicated in the Diné College Personnel Policies and Procedures Manual 300.01. Section F, for background verification, and 400.04, Section H.1., for substance abuse prevention.  400.02, Section A.1., sixty (60) workdays probationary period for nonsupervisory employees, and 400.02, Section A.2., probationary period 120 workdays for supervisors.

How to apply:
Please find all the information / documents needed to apply are on the website:  dhr@dinecollege.edu ~or~ http://www.dinecollege.edu
We do not accept FAX copies & incomplete packets.

Diné College gives preference to eligible and qualified applicants in accordance with the Navajo Preference in Employment Act (NPEA) and the Veterans' Preference.
