
'J  0 B‘ O P E  N I N G

IN AND OUT OF HOUSE

POSITION TITLE: ASSISTANT GENERAL MANAGER

SALARY: $31 ,066 .00  to  $32,619.00

DUTIES AND RESPONSIBILITIES: The incumbent serves as the 
p r in c ip a l a s s is ta n t  to  the  General Manager w ith  genera l 
r e s p o n s ib i l i t y  f o r  a s s is t in g  the  General Manager in  p la n n in g , 
o rg a n iz in g , c o o rd in a t in g  and d ir e c t in g  a l l  phases o f the  t r i b a l  
governm ent's  p rogram s, s e rv ic e s . P rov ide  te c h n ic a l a s s is ta n c e  
to  program and a d m in is t ra t iv e  s t a f f  to  ensure t r i b a l  com pliance 
w ith  a l l  fe d e ra l and s ta te  c o n tra c ts .  A s s is t the  General 
Manager in  p la n n in g  and c o o rd in a te  a d m in is t ra t iv e  ta sks  and 
s t a f f  support necessary to  the  T r ib e 's  p la n n in g  e f f o r t s .  The 
incumbent serves, as the  Personnel O f f ic e r ,  re s p o n s ib le  fo r  
p la n n in g  and p re p a ra t io n  o f a l l  personnel fu n c t io n s  fo r  rev iew  
and approval by th e  General Manager. Id e n t i f y  sources and 
c o o rd in a te  developm ent o f a l l  p ro po sa ls  to  secure funds to  c a rry  
ou t p ro je c ts  id e n t i f ie d  in  th e  p la n n in g  e f f o r t  in c lu d in g  
p roposa ls  to  government a g e n c ie s , p r iv a te  fo u n d a tio n s  and 
p r iv a te  e n te rp r is e s .  Remain in fo rm ed  on a l l  le g is la t iv e  and 
p o l ic y  developm ents a t the  fe d e r a l ,  s ta te  and lo c a l le v e l th a t 
cou ld  a f fe c t  the  T r ib e  and c o o rd in a te  p re p a ra tio n  o f  te s tim o n y  
o r o th e r a p p ro p r ia te  response as necessary . M a in ta in  an 
e f fe c t iv e  w ork ing  r e la t io n s h ip  among t r i b a l  members, o f f i c i a l s ,  
em ployees, and t r i b a l  governm ent. C arry ou t tasks  assigned by 
the  General M anager's r e s p o n s ib i l i t ie s  and assume such 
r e s p o n s ib i l i t ie s  in  th e  General M anager's absence.

MINIMUM REQUIREMENTS: B a c h e lo r ' s degree in  business
a d m in is t r a t io n ,  p u b lic  a d m in is t r a t io n ,  o r s o c ia l s c ie n c e s , p lu s  
a minimum o f  two ye a rs  re la te d  expe rie nce  -OR- h igh school 
d ip lom a w ith  f i v e  years  o f  program management and s u p e rv is o ry  
e xp e rie n ce . E x c e lle n t w r i t t e n  and ve rb a l comm unication s k i l l s .  
Experience in  budget developm ent and c o n t r o l .  Experience in  
deve lo p in g  program s. Knowledge o f h is to r y  and p o l ic y  issues fo r  
In d ia n  t r ib e s .  E xperience  in  human r e la t io n  s k i l l s .  A b i l i t y  to  
deal w ith  d iv e rs e  b e h a v io rs , to  s u s ta in  e f fe c t iv e  w ork ing  
r e la t io n s h ip s  among em ployees, t r i b a l  members, and t r ib a l  
governm ent. Must be w i l l i n g  to  t r a v e l f r e q u e n t ly ,  Must possess 
a v a l id  Oregon d r iv e r 's  l ic e n s e  and have use o f  a personal 
v e h ic le .

EVALUATION CRITERIA: The fo l lo w in g  c r i t e r i a  w i l l  be used to  
id e n t i f y  the  b es t q u a l i f ie d  a p p lic a n t :

NAME:

ROLL NO.:
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TRIBAL 
CHANGE FORM

(Maiden)

DATE OF BIRTH: Social Security No.

PLEASE CHANGE YOUR RECORDS TO SHOW THE FOLLOWING:

Change of Address

From:

To:

Effective Date:

Change of Name

From:

To:

Effective Date:

Reason for change: Marriage Court order ___ Other

If Court order, please specify below.

Copy attached

Signature

Address

Ph:

Date

Send to: Confederated Tribes of Siletz 
Enrollment Dept.
P.0. Box 549 
Siletz, OR 97380

A. E duca tion
B. Experience

D. Work Record
E. Perform ance Test 

uptß^n'fiüen'vfew

HOW TO APPLY: A l l  a p p lic a n ts  must subm it a t r i b a l  "A p p lic a t io n  
f o r  Employment Form ". A p p lic a n ts  must be rece ive d  or postmarked 
by th e  c l os ing  d a te .

OPENING DATE: JUNE 29, 1990 ( J u ly  4 th  is  a h o lid a y ,  T r ib a l 
O ff ic e s  w i l l  be c lose d )

CLOSING DATE: JULY 16, 1990

In -house  employees w i l l  be g iven  f i r s t  c o n s id e ra t io n ; 
T r ib e 's  In d ia n  P re fe ren ce  P o lic y  w j l l  a p p ly .

The

A l l  persons s e le c te d  must have a v a lid  d r iv e r 's  l ic e n s e  by the  
da te  o f  employment.

“ Except as p ro v id e d  by th e  In d ia n  P re fe rence  Act ( T i t l e  25, 
U .S .C . , S ec tion  472 and 4 7 3 ), and as d esc rib e d  in ' t h e  S i le t z  
Personnel M anual) th e  t r i b a l  government w i l l  not d is c r im in a te  in  
s e le c t io n  because o f  ra ce , c re e d , age, sex , c o lo r ,  n a tio n a l 
o r i g in ,  .p h y s ic a l h an d icap , m a r t ia l s ta tu s ,  p o l i t i c s ,  or 
membership o r non-membership in  an employee o rg a n iz a t io n ."

NOTE: For a p p lic a t io n  a n d /o r more in fo rm a tio n  c a l l
1 -8 00 -922 -1399 , o r (503)444-2532.

CHANGE OF ADDRESS 
OR

ADDRESS CORRECTION

Old or Incorrect Address:

TRIBAL MEMBER EXPANDS
BUSINESS INTERESTS

Tribal member Joe Lane, Sr. has 
announced this week that he has passed the 
Oregon Real Estate examinations, and has 
become affiliated with one of Portland's oldest 
and best known real estate firms.

Effective as of May 15, 1990, he will 
represent as an agent Mayfair Realty, Inc., 
located at 5606 E. Burnside, in Portland. The 
firm is licensed in Oregon and Washington.

Lane w ill retain his contracting 
business, restricting its work to the 
commercial and industrial market.

SILETZ TRIBAL 
EVERGREEN

In Siletz Is Now Buying:
Fern (90cents per bunch), 
Salal, Huck, Cascara, Moss, 
Oregon Grape Root, and all 
Herbs.
Call Frank at 444-2223

New or Correct Address:

Mail to "Siletz News" P.O. Box 549, Siletz, OR 97330

Util BDOCE »


