THE NAVAJO NATION
DEPARTMENT OF PERSONNEL MANAGEMENT
JOB VACANCY ANNOUNCEMENT FORM

Please use this form to submit the JVA requests to the Department of Personnel Management (DPM). Prior to filling out this form
ensure this position is budgeted. Form Instructions can be found here. If you need guidance on how to fill out the form consult
DPM Recruitment Team at 928-871-6153. Once completed, email form to recruitdocs@dpm.navajo-nsn.gov.

*Red outlines indicate a required field POSITION DETAIL
POSITION NO: POSITION TITLE: Chapter Manager
*Enter below the six-digit position number of the supervisor for this advertised position.
DEPT. NAME: Chapter Administration SUPERVISOR POSITION NO:
WORKSITE: Tolikan Chapter EMPLOYMENT TYPE: REGULAR FULL TIME
WORKDAYS:  Monday - Friday WORK HOURS: 8am -5pm
*Only enter Employment Duration Value if Employment Type is "Temporary"
SENSITIVE: Yes EMPLOYMENT DURATION (TEMP):

GRADE/STEP: CL64A

JOB DETAIL
DUTIES AND RESPONSIBILITIES:

Coordinate with elected officials and community members in planning, implementing and
communicating development projects; plans, develops and administers the chapter's five
management systems in accordance with the local governance act. Prepares and monitors contract
and grant applications, proposals, and other pertinent documents; provides technical assistance on
research and development of proposals, resolutions, contracts, correspondence, and other
dociiments' renresents the chanter in meetinas: advocates on hehalf of chanter meetinas Plans

SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of budget and reporting systems, program analysis and performance measures.
Knowledge of chapter operational activities, mission, and client service requirements.

Knowledge of Navajo Nation, federal, and state laws, regulations, and guidelines governing aspects
of tribal operations relative to chapter responsibilities.

Knowledge of modern principles, and practices of public administration, administrative procedures
and practices.

Skill in preparing and developing documents and reports, computer databases, and spreadsheet
ADDITIONAL INFORMATION APPLICANT SHOULD KNOW:

Requirement: BA in Public Administration with 2+ years in experience in community development.

CONTACT DETAIL SUBMISSION DATE: 3/4/25

Entering the below information is equivalent to a digital signature.

PREPARED BY: Tolikan Chapter ~ TITLE: EMAIL: sweetwater@navajochapi
APPROVED BY: TITLE: EMAIL:

CONTACT PERSON: Sarah Lee PHONE #: (928) 349-5192 EMAIL: sarahlee@naataanii.org

Revised: 08.02.2023
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	employmentType: [REGULAR FULL TIME]
	empDuration: 
	gradeStep: CL64A
	contactPerson: Sarah Lee
	contactPhone: 9283495192
	contactEmail: sarahlee@naataanii.org
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	skills: Knowledge of budget and reporting systems, program analysis and performance measures.
Knowledge of chapter operational activities, mission, and client service requirements.
Knowledge of Navajo Nation, federal, and state laws, regulations, and guidelines governing aspects of tribal operations relative to chapter responsibilities.
Knowledge of modern principles, and practices of public administration, administrative procedures and practices.
Skill in preparing and developing documents and reports, computer databases, and spreadsheet files.
Skill in managing staff and complex internal relationships, providing advice, and direction to subordinate staff. 


	duties:  
Coordinate with elected officials and community members in planning, implementing and communicating development projects; plans, develops and administers the chapter's five management systems in accordance with the local governance act. Prepares and monitors contract and grant applications, proposals, and other pertinent documents; provides technical assistance on research and development of proposals, resolutions, contracts, correspondence, and other documents; represents the chapter in meetings; advocates on behalf of chapter meetings. Plans, develops, and administers chapter budget; supervises assigned staff and administers personnel management activities, draft budget guidelines and justification, monitors expenditure; identifies funding sources and requirements; coordinates procurement and property management activities, ensures compliance with applicable policies and procedures; maintains and monitors records management systems; serve as liaison to tribal and non-tribal organizations.
 
 
	additionalWorkReq: Requirement: BA in Public Administration with 2+ years in experience in community development. Salary: $51,364.80/ $24.60 an hour. Exempt Position 
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	approvedEmail: 
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