Standing Rock Sioux Tribe Bld 1 N. Standing Rock Ave

Po Box D

Human Resource Department Fort Yates, ND 58538
Woéwasedhun Awéanwichayanka Oithachan it
personnel@standingrock.org www.standingrock.org

Administrator
Lake Oahe Group Home

SALARY RANGE: ($44,664-$55,831) + Annual & Sick Leave

OPENING DATE: October 18, 2016 CLOSING DATE: November 03, 2016

S COPE OF WORK:
T he incumbent is responsible for ensuring the effective and efficient management and
o peration of the Lake Oahe Group Home.

S UPERVISION:

T he incumbent will be supervised by the Executive Director who will provide direct

s upervision and conduct annual evaluations. The incumbent is responsible for reporting
to the HEW Committee on a monthly basis.

D UTIES AND RESPONSIBILITIES:

1. Plan, implement and administer all policies that regulate operation of the Lake
Oahe Group Home.

2. Provide supervision to Social Service Coordinator directly and all other indirectly.

3. Conduct weekly staff meetings.

4. Assure compliance with all Tribal, state and Federal regulations, laws and
standards, including personnel policies, facility licensing, health standard codes
and nutrition.

5. Develop and assure implementation of cultural, educational and recreational
activities for all residents.

6. Prepare, monitor and modify annual budget using current accurate cuff accounts.

7. Maintain accounting records in compliance with Provider Audit of the NDDHS.

8. Prepare monthly financial statements; submit monthly billing to appropriate
agencies.

9. Assure proper and timely payment of all bills.

10. Assure accurate and timely completion of all applicable paperwork including

medication reports, fire drills, grocery accounts, residents finance records and
daily attendance.

11. Prepare weekly menus and purchases of necessary supplies.

12. Assure qualified staff is hired, provide orientation to all staff and develop and
provide adequate training for all staff.

13. Assure adequate number of staff be on duty at all times, i.e., scheduling of work,
vacation, etc.

14. Seek funding, i.e., grants, etc. to provide financial stability and growth of the Lake
Oahe Group Home.

Nikti¢’ichiyapi ki WéowasSechunpi Un patitanpi
“Promoting Self-Sufficiency through Employment”



15. ; .
Submit monthly reports regarding the groub home to supervisor and HEW Committee

as directed.

QUALIFICATIONS:
Eachelors Degree_ in Business Administration, Social Work of related field.
Know|edge of Native American Culture.
IVlnowledge of State and Federal child caré facility regulations.
MUSt possess excellent written and oral communication skills.
Must show proof of valid driver’s license and insurance.

ust be available 24 hours a day in case of emergency regardin

. home.
. Must successfully pass a backgroun

g staffing of group

d check.

NOTICE:

SEL
SELECTED CANDIDATE(S) FOR STANDING ROCK SIOUX TRIBE pOSITIONS ARE
L URE TO ADHERE TO AND

suU

QIJEE:E%T TO ALCOHOL AND DRUG TESTING. FA!

REVO SFULLY PASS THE ALCOHOL AND DRUG TESTING WILL CAUSE FOR
CATION OF JOB OFFER.

t the Lake Oahe Group Home, 12 miles

No Tri L
nort1r_1rlbal housing is available. Position is located a
on HWY 1806 of Fort Yates, ND.

APPLICATIONS:
urce Department, Standing Rock

Submi .
Sioun):'%-a. complete tribal application to the Human Reso
ribe, P.O. Box D, Fort Yates, ND 58538.
E WILL NOT BE

ALL
ALL APPLICATIONS RECEIVED AFTER 4:30 P.M. OF THE CLOSING DAT

CONSIDERED.




