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COQUILLE INDIAN TRIBE 

 
Job Title: Cultural, Education and Learning Services Director 
Department: Culture, Education and Learning Services 
Reports to: Assistant Executive Director – Tribal Programs and Services 
FLSA Status: Exempt – Full Time 
Salary Grade: $39.04 - $61.00 
Location:  Coos Bay/North Bend 
 
This position is a covered position as defined in the Coquille Indian Tribe Chapter 185 Child Protection Ordinance. 
 
Candidate must pass a pre-employment drug screen and Criminal and Character Background Check. 

 
SUMMARY OF MAJOR FUNCTIONS 

Provides executive level leadership and support for Tribal Government and the Assistant Executive Director, by serving as 
a backup member of Tribal Government Senior Leadership Team. Serves as department leader in providing a 
comprehensive offering of cultural and educational opportunities and promotes lifelong learning for Tribal Members from 
birth through adulthood.  Position involves significant interaction with various public and private agencies and landowners, 
Coquille Tribal Members, other tribes, and other Coquille Indian Tribe programs and departments, in the areas of 
educational services for all ages, archeological site protection, historic preservation and Coquille Tribal tradition and 
culture.  The Director works with appropriate staff to ensure projects and activities involve proper planning, 
implementation and administration to preserve, protect, and interpret archeological sites and places; oversees the 
development of cultural exhibits and collections, and collaborates with staff to document the cultural history and heritage 
of the Coquille Tribe.  Structures educational programs and services to ensure quality, accessibility, equity and Coquille 
Tribe cultural relevancy.  Oversees education grants, programs and scholarships for Tribal members to pursue Adult 
Education, Vocational Training and Higher Education objectives.  Supervises staff to ensure an efficient and productive 
department. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Participates as a member of the Tribal Senior Leadership Team in Assistant Executive Director absence, providing 

guidance and support to all Tribal Government programs and services; including but not limited to programs, services, 
functions and activities (PSFA’s) funded by BIA, IHS, State and all other sources. 

2. Acts as the Assistant Executive Director of Tribal Programs and Services in his/her absence. 
3. Coordinates with program staff and all Tribal entities to plan and implement program services and activities relating 

to cultural and educational activities as recommended by Culture/Education Committee and directed by Tribal 
Council. 

4. Provides professional leadership and direction to department staff in addressing departmental tasks. Supervises and 
reviews the performance of staff.  Ensures that program functions are planned and implemented in accordance with 
applicable laws, regulations and policies and that full compliance with funding sources is achieved. 

5. Conducts Culture, Education and Learning Services Department activities to achieve goals set forth in the Tribe’s 
Strategic Plan. 

6. Provide information, education, and training support in historic preservation. 
7. Works closely with Culture/Education Committee to annually review all program policies and procedures, drafting 

policies and amendments along with the department annual work plan for Tribal Council approval as needed. 
8. Seeks and applies for grants from federal, state and private foundations to expand services. 



6-22 

9. Administers grant funds to supplement programs and establish services. 
10. Directs programs to ensure activities and services are provided in a timely, cost effective and equitable manner. 
11. Develop and propose policies to support CIT cultural heritage goals, including repatriation of cultural patrimony, inter-

agency agreements, and cultural education opportunities for CIT staff, the CIT community and the public. 
12. Provides problem resolution to correct service delivery issues as necessary. 
13. Provides fiscal review of program funds to ensure needed services and activities address program spending within 

established budgets.   
14. Responsible for the development, implementation, and overall management of the program budget. Ensure that all 

program areas are prioritizing and assessing budget and workflow to best utilize staff and financial resources. Reviews 
monthly budget summaries provided by the Finance Department. Develops appropriate budget lines for programs to 
provide services 

15. Maintains communications network with Tribal Members. 
16. Serves as lead contact for state and federal agencies and educational institutions regarding education to keep 

informed of legislation, regulation and revised education standards. 
17. Disseminates communication of department information regarding services, programs and educational activities to 

Tribal Membership. 
18. Responds to Tribal Membership inquiries regarding department structure and services. 
19. Collaborates with Tribal Council and Culture/Education Committee to define, plan and implement new programs.  
20. Communicates to Tribal Administration any activities, areas of concern, program progress and projected department 

needs. 
21. Serves as liaison with other Tribal culture, education and legislative organizations including government-to-

government groups. 
22. Performs other duties as assigned. 
 
The above statements reflect the general duties considered necessary to describe the principal functions of the job as 
identified and shall not be considered as a detailed description of all the work requirements that may be inherent in the 
job. 

 
PHYSICAL REQUIREMENTS 

Requires the ability to communicate orally, repetitive movement of the wrists, hands and/or fingers, often requires 
walking, standing, sitting for extended periods of time, raising or lowering objects, stooping and occasionally requires 
lifting up to 25 pounds.  Will often be required to travel by automobile, commercial or private carrier.  Local travel is 
frequently required, statewide and national travel is occasionally required. The individual must perform the essential 
duties and responsibilities with or without reasonable accommodation efficiently and accurately without causing a 
significant safety threat to self or others.   
 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 

Individuals must possess the following knowledge, skills and abilities or be able to explain and demonstrate that they can 

perform the essential functions of the job, with or without reasonable accommodation, using some other combination of 
skills and abilities. 

 
1. Excellent oral and written communication skills with strengths in team building, and cooperative problem solving. 

Ability to consistently convey a pleasant and helpful attitude by using excellent interpersonal and communication skills 

to control sometimes stressful and emotional situations.  

2. Ability to foster an inclusive workplace where diversity and individual differences are valued and leveraged to achieve 

the vision and mission of the Coquille Indian Tribe.  

3. Ability to develop the ability of others to perform and contribute to the organization by providing ongoing feedback 
and by providing opportunities to learn through formal and informal methods.  

4. Knowledge of educational systems covering early childhood education through post-secondary levels. 
5. Demonstrated ability to be results driven; making decisions that produce high-quality results by applying technical 

knowledge, analyzing problems, and calculating risks.  
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6. Knowledge and skill in performing department-level administrative functions, including personnel and budget 

management, procurement, preparation and administration of contracts, grants and agreements and program 
evaluation and reporting. 

7. Ability to maintain effective working relationships with outside governmental officials, administrative and granting 

agencies.  

8. Knowledge of federal and state funding, and education financial assistance programs.  

9. Ability to develop policies and to set appropriate standards for tribally funded programs.  

10. Ability to successfully carry out all phases of grant administration including writing grant applications, developing and 
tracking budgets, and grant reporting.  

11. Knowledge of federal, state, and Tribal land use planning regulations and cultural resources protection laws.  

12. Ability to read and understand technical documents and manuals, as well as the ability to write such documents for 
use by others. 

13. Knowledge of Native American/Tribal culture and education programs, structures, and communities.  

14. Ability to present information, often times of a sensitive nature, to governing bodies, boards, Tribal Councils, general 

public or other outside partners.  

15. Possess awareness and sensitivity of Indian traditions, customs, and socioeconomic needs and ability to work 

effectively with diverse cultures.  

16. Be computer literate. Exhibit a level of computer literacy sufficient to use software such as word processing, 

spreadsheets, and databases to produce correspondence, documents, and reports.  
17. Ability to maintain professionalism, confidentiality, and objectivity under constant pressure and crisis situations. 

A breach of confidentiality or fraud is grounds for immediate dismissal. 

 
REQUIRED QUALIFICATIONS 

A. Bachelor’s Degree in Education, History, Native American studies or related disciplines, with a minimum of three 
years experience in managing and administering the delivery of program services and project execution, including 
federal and state government to government consultation processes.  Master’s degree is desirable but not required. 

B. Three years of experience supervising multiple staff required.  
C. Previous experience working with Native American youth and at risk youth preferred. 
D. Experience with Native American/Tribal culture and education programs, structures and communities preferred. 
E. Experience with Coquille Tribal history or experience with other tribes, including restored tribe, preferred. 
F. Experience presenting to governing bodies, boards, Tribal Councils, and general public required.  Experience with 

grant writing and reporting desired. 
G. Must be a team player and able to multi-task. 
H. Current and Valid Oregon driver’s license in good standing (or ability to obtain one) with no insurability issues with 

the Tribe’s insurance carrier. 
 
 


