JOB VACANCY!  APPLICATIONS DUE BY: 12/02/2016

[bookmark: _GoBack]THE AROOSTOOK BAND OF MICMACS
POSITION DESCRIPTION
TITLE:  Transition Housing Coordinator/Community Advocate
IMMEDIATE SUPERVISOR:  Director of the Domestic & Sexual Violence Advocacy Center
CLASSIFICATION:  Full Time/Permanent
NOTE: The following includes data on essential job functions, as well as physical, mental academic and experiential requirements for the job defined herein. The description is meant to serve interviewers, applicants, directors, and incumbents a reference tool for determining whether applicant or employee qualifications are sufficient to perform the tasks, and assume the responsibility as described herein. Some aspects of this portion may change over time, according to the Tribe’s needs, which changes may not be recorded herein at this time. 
SUMMARY OF POSITION:  The Transitional Housing Coordinator/ Community Advocate will provide support services to adults and children affected by domestic violence as well as provide prevention and awareness education in a variety of settings.
MINIMUM QUALIFICATIONS: High school diploma or equivalency; Must have a valid Maine State driver’s license.  Must have reliable and insured transportation. Must have knowledge of office procedures, methods and computer equipment.   Must have basic knowledge of computer systems administrative systems; including  Word, Excel, Adobe, Outlook and related software and equipment.  Must know how to conduct online research. Must be comfortable with public speaking and guiding conversations.  Background check required prior to employment.
EXPERIENCE: At least two years’ experience working with victims of domestic violence or related human services field.
SKILLS/KNOWLEDGE/ABILITIES REQUIRED: Ability to work independently and as part of a team. Must have excellent communication skills, especially in critical situations.  Must be familiar with documentation of client interactions.  Must have excellent organizational skills and creative thinking.  Experience with problem solving techniques and conflict resolution skills. Must understand and maintain appropriate and ethical boundaries with people.  Must have an understanding and be able to maintain confidentiality.    Must be culturally competent and be prepared to learn about and respect Micmac culture and tradition.  Experience with Microsoft Office Suite.
WORKING CONDITIONS: Normal office setting
FUNCTIONS/TASKS: 
· Responsible for the daily operation of Transitional Housing Program
· Will be responsible for planning and providing Community Advocacy with assistance from other program staff
· Will meet with survivors and determine housing needs
· Respond to calls from survivors, family members and friends, and other service providers;
· Provide advocacy-based counseling to survivors in a culturally relevant appropriate manner;
· Advocate for survivors to form a safety plan, build support networks, process trauma, and heal
from abuse;
· Make relevant and appropriate referrals for clients’ legal, medical, housing and related needs;
· Work collaboratively with others in the direct-service program
· On call nights & weekends;
· Assist with a support group for clients;
· Ability to assist victims with immediate and long term needs for safety;
· Assist victims with immediate and long term needs for safety;
· Respond to domestic violence, sexual assault, dating violence and stalking crisis situations
which may include nights, holidays, and weekends;
· Provide advocacy to enable victims safety, empowerment and dependency;
· Participate in organizational committees with board members and volunteers as needed;
· Perform administrative duties in support of assigned supervisor; perform general clerical work
including filing, scheduling appointments and meetings, reviewing and scheduling leave
requests; and
· Maintain the filing system tracking; data record keeping; monitor budget as assigned;
recommend improvements in work flow, procedures and use of equipment and forms.
· Development and provide training for staff and Tribal Leadership  to domestic violence response best practices.
· Community education and outreach to youth and elders.

THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT. IMPLIED OR OTHERWISE. WE REMAIN AN "AT WILL" EMPLOYER.
PREFERENCE WILL BE GIVEN TO NATIVE AMERICANS APPLICANTS

Applications can be found on our website. http://www.micmac-nsn.gov/ApplicationforEmployment.pdf
Please send letters of interest, resume, and complete application by:
 Close of business Friday, December 2, 2016 to:
Aroostook Band of Micmacs
Attn: Human Resources Specialist
7 Northern Rd 
Presque Isle, Maine 04769
