San Xavier District Job Description

Program Director Department: Wa:k Senior Services
San Xavier District — Tohono O’odham Nation Reference: 110-D

This job description serves as a guide for establishing the criteria to fill a specific function or
appraise the performance level related to that function. In its sole discretion, the District may
choose to fill this function by contracting with individuals or corporate entities rather than hiring
a staff member. The job duties referenced here are examples and may change from time to time.

1. Job Summary
a) Salaried, exempt, supervisory position.
b) The Wa:k Senior Services Program Director is —

1) aprofessional position where a professional demeanor, handling confidential
information and sound judgment are required.

i1) responsible for supervising and overseeing the Senior Services Department to
ensure that staff implement and carry out prescribed activities for the elderly
program per the District’s goals and objectives.

¢) Supervised by the Director of Operations.
d) Salary Range — E4.
2. Responsibilities & Essential Duties.

a) Acknowledges and greets all visitors, District managers and supervisors, and
employees politely and professionally.

b) Supervises the Wa:k Senior Services staff, coordinates activities and recommends
measures to improve performance and increase efficiency.

1) Maintains a safe working environment and ensures departmental staff follow all
safety guidelines.

1) Provides clear instruction(s) and leadership to enable staff to complete delegated
tasks; recommends short-term plans with the perspective of the District’s long-term
objectives.

ii1) Conducts probationary and annual performance reviews and develops Performance
Improvement Plan for staff when needed.

iv) Assesses staff development and training needs for the department’s effective
operation.

¢) Recruits Elders for program participation, oversees scheduling and coordination of
program activities and outings.

d) Develops and implements programs and activities that meet the needs and interests of
the Senior Services clients.

e) Works with San Xavier District departments and collaborates with external entities
related to Senior Services.
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f) Plans events and outings that promote socialization and engagement among Senior
Services clients.

g) Interprets, implements, and enforces the San Xavier District Policies and Procedures,
Procurement Guidelines, Financial Services Resource Guidelines, and other District
guidelines.

h) Manages departmental budget and allocates resources efficiently to maximize
program impact.

1) Reviews and approves/denies —

1)  client applications for participation in the Wa:k Senior Services program,;
interviews applicants when needed; makes periodic home visits to check up and
follow up on clients’ well-being.

i1) monthly nutrition menu and schedule for homebound and Congregate clients.
iii) monthly departmental and Congregate events calendar.
j)  Reviews and monitors medical transportation schedules.

k) Facilitates departmental staff meetings, manages and distributes interoffice
information, maintains files, keeps inventory, and performs other administrative
duties.

1) Prepares and submits quarterly written reports and annual departmental budget to the
Director of Operations and presents to the District Council, Council Committee(s),
and the Community when requested.

m) Presents departmental updates to the District Council, Community, and external
agencies when needed.

n) Attends and participates in Managers, All-Staff, and other job-related meetings and
trainings.

0) Appraises District Administration of project progression and provides information
needed in decision-making.

p) Provides monthly departmental updates to the Wa:k Newsletter.
q) Maintains confidentiality of all sensitive information.

r) Performs other duties as assigned by Administration and executes other
responsibilities and projects as necessary.

2. Knowledge, Skills, and Abilities:
a) Capable of performing multifaceted projects in conjunction with day-to-day activities.
b) Good reasoning abilities and sound judgment.
¢) Resourceful and well organized.
d) Ability to —
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1)  coordinate projects with subordinate staff and perform as a mentor and coach using the

concept of teamwork.
ii) adapt to change(s).

ii1) create budgets.

iv) assign, train, supervise, and evaluate the work of others.

v) adapt to changes, travel, and work flexible hours, attending occasional evening and

weekend meetings.

vi) prioritize workload and meet deadlines.

vii) develop and maintain good working relationships with District staff, visitors, Council,

Community, and outside agencies.
e) Skilled in —
1)  working with Elders and disabled individuals.

ii) problem-solving management.

iii) strong, effective leadership and supervisory skills.

iv) computer skills and competent in Microsoft Office, Word, Excel, and Outlook.

v) effective verbal and written communication.
3. Working Conditions

a) Environment.

Hot [ ] Noisy [ ] Dust/Fumes [ ]

Cold [ 1] Outdoors [ 1] Chemicals [ ]

Contact with substance that could cause allergic reactions:
Yes [ 1 No [ 1] Describe:
Protective Equipment Used:

Other: [ ] Explain:

b) Physical Activities and Requirements.

Sometimes
0-29%

Frequently
30 - 59%

Constantly
60 - 100%

Requirements

N/A

Comments

Bending/Pushing/Pulling

Climbing Ladders

Climbing Stairs v

Collating/Filing v

Digging

<

Dialing v

Hearing v

Lifting/Carrying 25lbs.

Lifting/Carrying 50Ibs.

Lifting/Carrying 75lb.s

Reaching Overhead

ANENENAN

Reading v
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Requirements Sometimes | Frequently | Constantly N/A | Comments
0-29% 30 - 59% 60 - 100%

Repetitive Motion/L-R v

Speaking v

Standing v

Sustained Mental Aptitude v

Sustained Visual Aptitude v

Threading v

Using Keyboard v

Vehicle Operation v

Walking v

Writing v

Other:

4. Qualifications

a) Associate's degree in Social Services or Business Administration and a minimum of two (2)
years of work experience in a similar position, or a combination of training and education,
which demonstrates the ability to perform the duties of this position.

b) Able to obtain a fingerprint clearance card before hire and maintain clearance every six (6)
years.

¢) Valid Arizona Driver’s License with no DUIs or major traffic offenses within the past three
(3) years.

d) Bi-lingual in Tohono O’odham/English preferred.

Per the Indian Preference Act (Title 25, US Code, Section 472 and 473), the San Xavier
District gives preference when filling vacancies to (in sequential order):

1. enrolled members of the San Xavier District,
2. enrolled members of the Tohono O’odham Nation,
3. enrolled members of other nations or tribes,

4. all other qualified candidates.
San Xavier District is committed to providing Equal Employment Opportunities.

Reviewed and Approved By:

Employee Acknowledgement: Effective Date
Immediate Supervisor: Effective Date
Next Level Supervisor: Effective Date

San Xavier District is an “Alcohol/Drug-Free Work Place”
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