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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:

GRANTS ASSISTANT

Vacancy Number:

005.TS12.AD
Location:


Land Grant Office, Tsaile, AZ 

Salary Classification:
Grade 08-$24,340.00-$30,425.00
Internal:
Open:

January 30, 2012


Closing:
February 10, 2012
External:
Open:

January 30, 2012


Closing:
February 10, 2012
Major Duties and Responsibilities:

· Work with Principal Investigator (LGO Director) to ensure the required reporting by Diné College (quarterly reports, invoices, and other financial document) to funding agency. Assist in coordination with eh Dine College Grants Accountants to ensure the submittal of required financial reports on a timely basis.
· Communicate on behalf of the LGO Director's with Dine College Business and Finance Department to relay/receive documents, messages, etc., in a timely matter and by appropriate format; coordinate activities to format, type, proofread, and finalize departmental correspondence and documents using appropriate computer software formats; serve as first line of contact for supervisor to assist/resolve in departmental problems/inquiries; assist/resolve in departmental.
· Collaborate with Land Grant Office staff on all activities and ensure adequate account numbers are utilized.
· Collaborate with other Dine College program coordinators, and outside parties on all land Grant Office sponsored/co‑sponsored events. 
· Maintain efficient and effective management to conduct the daily operation of the Land Grant Office.
· Travel and attend meetings, conference and workshops as required.
· Coordinate Land Grant Office activities; organize workshops, registration and accommodation for participants.
· Represent Land Grant Office Director at meetings, conference, and workshops when the Director is unable to attend.
· Report bi‑weekly, monthly, quarterly to supervisor on status of the Land Grant Office activities and Manager's activities/projects.

Specific Responsibilities

· Establish and maintain all budget records, related files, and specialized documents related to areas of work, on proper data formats; including but not limited to: establish and maintain accounting records to monitor expenditures for immediate up‑to‑date account information; research prices and prepare purchase requisitions/expenditure requests; prepare and submit travel authorizations/trip reports for advances and reimbursements; arrange and confirm transportation and lodging reservations; prepare, submit and follow up on vehicle requests; monitor leave/work time and prepare payroll time‑sheets.
· Oversee maintenance and inventory of Land Grant office infrastructure, equipment, supplies and materials, and maintain inventory lists of office/instructional equipment to resolve non‑technical problems; research/contact appropriate repairs/maintenance shop/prices for all repairs/maintenance of office machines and equipment.
· Will be required to conduct and organize workshops with community stakeholders in a variety of subject, agriculture, rangeland management, livestock management, cooking, demonstration, gardening, etc.
· Will be asked to work with youth, adults, and elders on the projects organized through the Land Grant Office.
· Will attend training to gain knowledge in the subject mentioned above to improve program delivery.

Minimum Qualifications:

Education:

· 2 years of Educational Experience; preferable an Associates or Bachelor’s Degree.

Experience:

· One year in or with the Student Internship positions. Understand the function of the Land Grant Office, Pathway program, and budgetary process of Diné College. Other duties are: Will be asked to conduct workshops, seminars, speak in public, operate machinery, faming equipment, tool, etc.

Other Skills:

· Must be able to demonstrate a high degree of fluency in speaking and writing of the English language and must also be able to communicate effectively in oral and written formats. Navajo fluency preferred.
· Possess strong interpersonal skills as to establish working relationships with other Land Grant Institutions: 1994 Tribal Colleges and Universities, 1862 and 1890 Land Grant Universities, United States Department of Agriculture, Navajo Nation Tribal government and other outside parties and create interest in Dine College and Land grant Office.
· Be at east with multi‑task's and deadline‑oriented work.
· Must have high interpersonal skills to effectively communicate with students, staff, faculty, administrative staff as well as the general staff.

Expectations:  

· Professional in communicating and being the positive “face” of the department
· Maintain confidentiality.
· Promote and engage in teamwork.
· Maintain organizational system within office setting for all major functions. 
· Performs duties and responsibilities in an accurate and timely manner.
· Performs additional duties as requested by faculty.
Special Training & Experience: 

· Possess knowledge of general office practices, procedures and equipment.
· Ability to organize, coordinate, prioritize, problem solve, and work independently with minimal supervision, while maintaining close contact with supervisor. 
· Be creative and work with close attention to detail.
· Be able to set up and maintain efficient filing systems for Land Grant Office documents.
· Possess knowledge of general accounting principles, general record keeping and maintenance, including the ability to demonstrate proficiency using Excel spreadsheets.
· Formulate spreadsheets and/or databases for budgetary record keeping purposes.
· Possess basic computer knowledge, especially Microsoft Office software.
· Possess general knowledge of office/instructional supplies/equipment, ordering and inventory control.
· Possess knowledge of or have ability to train on college’s current computer data system, as related to area of work.

Language:

· Must be able to demonstrate a high degree of fluency in the speaking and writing of the English language. Oral fluency in Navajo is highly desirable but not mandatory. 
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.
