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Job Vacancy Announcement

Department of Human Resources

PO Box 98, Tsaile, AZ 86556

928-724-6603

	Vacancy Number:
	048.TS11.AD

	POSITION TITLE:
	TITLE III-PROJECT DIRECTOR

	LOCATION:
	Title III Educational Support Program, Tsaile, AZ

	Salary Classification:
	Grade 13-$43,322.00-$52,902.00

	OPEN PERIOD:
	November 7, 2011

	CLOSE:  Open until filled


Major Duties and Responsibilities:

30%
Grant administration including but not limited to grant writing; routine college and grant reports; evaluating project progress, challenges, and corrective action; and maintaining compliance with federal, state, tribal and college regulations and policies.  This includes EDGAR, Title 10, DC PPPM, DC Finance Policies, etc.

30%
Program implementation of goals, objectives, and activities as developed in the grant proposal; Achieve grant objectives in retention, persistence, graduation, and transfer of project participants; and program evaluation to ensure project progress and accomplishments.  Collaborate with College departments and programs to enhance the student experience and academic achievement.

15%
Project personnel management including recruitment, selection, training, and evaluating project staff as required by the PPPM.  Action may include but is not limited to discipline, education plans, professional development plans, personnel requests and job description and job classification, and conflict resolutions between staff, staff and students, or the general public.

15%
Fiscal management including grant budget preparation, monitoring and complying with appropriate regulations and policies.  Maintain eligibility of grant funds and future funding.

10%
Other duties as assigned including but not limited to committees, task forces, or ad hoc committees

Minimum Qualifications:

Education:  Master’s degree in higher educational leadership, adult education, counseling, human relations or related fields. Ed.D. or Ph.D. preferred as proposed in awarded notification.

Experience:  Minimum of 4 years demonstrated experience in education, educational support services, academic & student affairs, and grants management.
Four years of experience to include:

· A minimum of two years satisfactory or above college teaching experience.

· A minimum of two years’ work experience in an institution of higher education.

Other Skills:

Professional MS Suite (Word, Excel, Access, Publisher, Outlook, PowerPoint and internet browser);  ability to organize, facilitate meetings, and present information; Excellent oral and written communication skills in English; Demonstrate ability to coordinate activities and collaborate in initiatives to meet timelines; Oral fluency in Navajo

Expectations:  

Compliance with all applicable federal laws, regulations, and policies; Maintain a trained and informed staff; Proper use of college resources to achieve purpose and goals.

Language: 

Must be able to demonstrate a high degree of fluency in the speaking, writing, and reading of the English language. Spoken and written proficiency in Navajo language desired.

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, and 400.02, Section A.2., probationary period 120 workdays for supervisors.

How to apply:


Submission of a resume' form alone IS NOT a complete application. This position requires the completion of additional forms and/or supplemental materials as described under Required Documents section. Please carefully review the complete job announcement and the "Required Documents" instructions. Failure to provide the required documents will result in your application not being considered for employment. Indian & Veterans preference will not be given unless a properly signed and dated form is submitted with your application.
Please find all the information/documents needed to apply on our website:  http://www.dinecollege.edu
We do not accept FAX copies & incomplete packets 

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

This Job Description is not a complete statement of all duties and responsibilities comprising this position.
Updated: Thursday, March 15, 2012


