NATIVE VILLAGE OF BARROW

JOB DESCRIPTION

JOB TITLE:  Executive Director




Job Code: 11-1011
DEPARTMENT: Administration  




Work Schedule: Full-Time
REPORTS TO:  NVB Tribal Council 



Supervises: Supervisory
FLSA CLASSIFICATION:  Exempt
Safety Sensitive:  No
Federal Testing: No
WORKERS COMPENSATION CLASS CODE: 8810
PAY GRADE: E-27






SUMMARY OR PURPOSE

This position is responsible for planning, organizing, coordinating and directing the activities of all departments under the supervisory control of the Traditional Council and for rendering direct assistance the Council in the successful administration of all areas of Native Village of Barrow's operations.  Twenty-five percent (25%) of the Director's time will be utilized for Economic Development which will create effective working relationships with elected, administrative and program officials to ensure cooperation and efficient operation of organizational units.  Work requires the exercise of mature judgment and the application of management techniques and practices in a wide variety of administrative and related areas.  Work is performed with wide latitude for independent judgment and action is reviewed by the Council through monthly meetings, reports and the effective and efficient administration of Native Village of Barrow.

Seventy-five percent (75%) of the Executive Director's time is to administer the preparation and development of 104A planning grants and other grants and contracts that the Council may determine should be sought through the Federal Government.

DUTIES AND RESPONSIBILITIES

Plans, directs, coordinates and administers the activities of all departments within the organization.

Develops operating procedures and performance standards for departments.

Directs organization, staffing and supervision of operations on a daily basis.

Establishes long and short-range goals and objectives for Native Village of Barrow based on policies of the Tribal Council.

Maintains primary point of contact with the Department of the Interior, Bureau of Indian Affairs for P.L. 93-638 contract issues and P.L. 93-638 Section 104A Planning Issues Grant

Corresponds with federal, state, borough, local and other agencies in matters relating to Native Village of Barrow's programs, grants and contracts.

Serves in matters of appeal and grievance in issues resulting from the employment and education programs administered by Native Village of Barrow.

Write resolutions, ordinances, and other documents for the Tribal Council.

Studies and resolves variety of difficult and complex administrative and managerial problems as directed by the Tribal Council.

Performs other duties as required by the Tribal Council.

KNOWLEDGE, SKILLS AND QUALIFICATIONS

Graduation from a four-year accredited college or university with major course work in business or public administration or course work in a discipline applicable to the requirements of the position and three years of responsible experience in the supervision and/or management of a multi-faceted program; or

Substituting, on a month for month basis, progressively work experience related to the duties on the position for the minimum education; or

Substituting, on a month for month graduate level course work in a discipline related to the work of the position for the minimum experience, to a maximum of eighteen (18) months.

Able to speak both Inupiaq and English.

Thorough knowledge of modern principles, practices and theory of public administration.

Considerable knowledge of the principles of supervision, organization and administration.

Able to plan, direct and coordinate the work of subordinates.

Able to express ideas effectively either written and/or orally.

Able to develop, implement, monitor and evaluate new programs within the organization.

Knowledge of federal contract requirements and standard accounting practices.

As a federally recognized sovereign Tribe and authorized P.L. 93-638 Compactor, Native Village of Barrow gives preference for training and employment to qualified candidates who are Alaskan Natives and/or American Indian. 
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native village of barrow is an alcohol and drug free workplace. 

The Job Description reflects Native Village of Barrow’s best effort to describe the essential functions and qualifications of the job described. This document is not intended to exclude an opportunity for medications consistent with providing reasonable accommodations. This is not intended to be a contract. Your signature requires that you read this Job Description and understand the essential functions and essential qualifications of the job. 
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