
TRIBAL ADMINISTRATOR
CADDO NATION


The Tribal Administrator will be under the direct supervision of the Chairman/Tribal Council and is responsible for the daily operations of the Caddo Tribal Office.  Supervise and evaluate Program Directors and other appropriate staff, in day-to-day activities and in accordance with established policies and procedures.

Establishes, implements and evaluates the Caddo Tribal personnel management system, property management, purchasing, grants, and contracts and monitors all program operations, i.e., JTPA, Education, Indian Child Welfare, Senior Citizens/AOA, Community Health Representatives, etc.  Ensure That all program reporting requirements are met in accordance with applicable regulatory requirements.  Keep the Chairman advised of the above program activity, changes, budgetary and other programmatic requirements.  Work closely with Tribal Finance Office and Human Resources to ensure consistent administration of programs under Chairman Supervision.  Must be able to establish personal contact with Federal, State, local and other tribal organizations to ensure compatible relations and coordination of all programs.


KNOWLEDGE AND SKILLS:

KNOWLEDGE OF:
Programs used by Caddo Tribe
Office processes, procedures and technology.
Grant/Proposal/Contract writing
Tribes government-to-government relationship with the BIA
HR Process

COLLEGE DEGREE FROM ACCREDITED COLLEGE OR UNIVERSITY PREFERABLY IN BUSINESS MANAGEMENT OR ATLEAST 5 YEARS EXPERIENCE WITH HIGH SCHOOL DIPLOMA OR GED

SKILLS/ABILITY
Operating various office machines, i.e., computers, calculators, etc.
Written and oral communication and possess supervisory skills
Communicate effectively with the Indian community and Federal Agencies
Read and interpret Accounting and Financial reports
Establish priorities and goals and accomplish them
Communicate in a professional manner with staff to maintain morale
Travel as needed
Train Directors to understand grants and programs as necessary
Microsoft Office
Spreadsheets and data base
Duties as assigned

MUST POSESS DRIVERS LICENSE
[bookmark: _GoBack]PASS BACKGROUND CHECK AND DRUG SCREENING
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