GATEWAY UNIFIED SCHOOL DISTRICT
4411 Mountain Lakes Boulevard
Redding, CA 96003

JOB DESCRIPTION:  NATIVE AMERICAN INDIAN EDUCATION COORDINATOR
REPORT TO: DIRECTOR OF INSTRUCTIONAL SERVICES
SALARY SCHEDULE: GRANT FUNDED

DEFINITION:

Under the supervision of the Director of Instructional Services, performs the duties required to implement,
monitor, assess, and develop all aspects of the American Indian Education Program that has been
established in the Gateway Unified School District.

DISTINGUISHING CHARACTERISTICS:
This is a position requiring a high degree of organizational planning, the performance of high level
administrative duties and tasks requiring the exercise of independent initiative, knowledge, judgment and

tact.

ESSENTIAL FUNCTIONS:

1. Acts as advocate/liaison between the District and the Native American community.

2. Organizes and coordinates project training component, including the oversight of tutorial services for
students primarily in Math and Reading.

3. Coordinates with community agencies providing cultural, advocacy, academic, vocational and other
services to the Indian Education participants in the Gateway Unified School District.

4, Assists with grant preparation and operation including assigned writing, budgets, monitoring and
reporting.

5. While assuring confidentiality, maintains, evaluates, and interprets participant records as well as
monitors testing scores, vital statistics and data affecting the needs of the student. Uses this
information to prepare required reports.

6. Coordinates diagnostic services for special needs and coordinates with community programs for
additional services.

7. Seeks in kind donation of services and assistance for the basic cultural, academic and vocational needs
of students.

8. Works with staff to ensure compliance with program regulations, standards, timelines, and data
collection requirements.

9. Consults with parents to collect input into program operations via a Parent Advisory Committee and
organizes parent training as needed.

10. Develops the needed systems and procedures to assure program coordination. Implements effective
referral services.

11. Develops career opportunities by providing referrals to academic counseling, career interest surveys,
resume writing assistance, job placement services, and other services.

12. Uses technology to stimulate academic growth identifying creative and interactive programs for Math,
Reading, and Test Preparation.

13. Provides reports and documentation pertinent to the ongoing development of the program. Provides
monthly activity reports to the Director of Instructional Services.

14. Develops a plan for utilizing community resources. Works closely with other private and public

agencies to meet the special needs of Native American students and families.
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ESSENTIAL FUNCTIONS (cont):
15. Seeks out innovative approaches by coordinating with other education programs.
16. Performs other related duties as assigned.

QUALIFICATIONS:

1. Must meet the requirements of No Child Left Behind.

2. California Driver License (DMV record required).

3. Knowledge of and ability to use modern office practices, procedures and standard office equipment.

4. Working knowledge of applicable federal, state and local laws or regulations concerning the Native

American community.

Familiarity with the cultures and traditions of the Native American tribes of Northwest California.

Ability to communicate effectively both orally and in writing with demonstrated ability in writing

successful grants.

7. Ability to communicate effectively with staff, parents and community at large with a broad range of
experience and knowledge.

S

PHYSICAL DEMANDS
The physical requirements indicated below are examples of the physical aspects that this position
classification must perform in carrying out essential job functions.

While performing the duties of this job, the employee is required to stand, walk, sit, use hands, reach with
hands and arms and talk and hear others. The employee frequently is required to sit, stoop, kneel, crouch
or crawl. The employee must be able to occasionally lift and /or move up to 25 Ibs. Occasionally employee
may be required to lift up to 50 lbs. with assistance. Specific vision abilities required by this job include
close vision and ability to adjust focus. Distance vision for driving is also required. The noise level in the
work environment is usually moderate.

Reasonable accommodation may be made to enable a person with a disability to perform the essential
functions of the job.

EDUCATION AND EXPERIENCE:

1. Associate of Arts degree preferred.

2. Two years of practical experience in a position which demonstrates the required knowledge, skills,
and abilities with an understanding of education programs, child development and American Indian
Education Programs.
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