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Education and Cultural learning



	Position Title
	Program Assistant                                                              Number of Positions Open: 2

	Program:
	American Indian Education Center

	Dept/Div:
	Education and Cultural Learning Department 

	Location
	Tataviam Territory, CA  (some travel with work)

	Job Category
	Part Time (academic year)

	Position Start
	September 20, 2014 or until filled

	Position End Date
	September 30, 2014 (renewable October 1, 2014)

	Benefits
	No

	[bookmark: _GoBack]Job Summary
	The Program Assistant will be responsible for case management and direct student services for pre-K-community college students and families, to assist the Program Coordinator and Program Director.

	Job Duties
	1. Assists with case management and daily operations
1. Works with educational sites during operation hours
1. Coordinates volunteer and youth check-in/out
1. Assists in activities on weekly and monthly basis
1. May require travel to sites although each will be assigned to a different service area
1. Be able to lift up to 30 lbs.
1. Other duties as assigned

	Qualifications
	QUALIFICATIONS:
1. Education: Enrolled college student or recent graduate; retired with a college degree; or equivalent education and experience (REQUIRED)
1. Experience: Experienced working with the American Indian community for 1 year or enrollment in an American Indian program (REQUIRED); with Indian youth (PREFERRED)
1. Cultural Competency: Demonstrated understanding of Indian cultures and perspectives including knowledge of the Tataviam (REQUIRED)
1. Community Understanding: Experience working with Tataviam community (PREFERRED)
1. Transportation: Must provide own transportation
1. American Indian Preference Act/Equal Opportunity hiring preference

	Pay
	$12 per hour

	Instructions
	Email, fax or deliver Resume and Application to FTBMI.
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