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   CAREER EXPOSURE PROGRAM 2009







      TEMPORARY EMPLOYMENT

JOB VACANCY ANNOUNCEMENT
1.
Project Coordinator
Duration of Employment:  Chinle, Crownpoint, Fort Defiance, Tuba City:  May 11, 2009 to August 20, 2009

Salary:  $11.62 Per Hour

Worksites & Positions Available:  (1) Chinle, (1) Crownpoint, (1) Fort Defiance, (1) Tuba City

Job Duties:

Performs job duties in coordination and under the supervision of the Program Supervisor III at each Workforce Center.  Supervise the Project Assistants to coordinate worksites and assignments of program participants.  Develops program activity plans and implements the WIA Career Exposure Program 2009 for the Workforce Center.  Oversees activities to meet specified performance outcomes for program requirements and prepares progress reports.  Coordinates assignment of assigned employees.  Must be computer-literate and use MS Office applications. 

2.
PROJECT ASSISTANT
Duration of Employment:  Shiprock:  March 16, 2009 to July 17, 2009 and Chinle, Crownpoint, Fort Defiance, Tuba City:  May 11, 2009 to August 20, 2009

Salary:  $10.57 Per Hour

Worksites & Positions Available:  (4) Chinle, (6) Crownpoint, (4) Fort Defiance, (2) Shiprock, 

(2) Tuba City

Job Duties:

Performs job duties under the supervision of the Project Coordinator.  Performs work as a liaison with worksite employers to implement worksite training agreements for the WIA Career Exposure 2009 Program.  Provides program information to employers local communities, and program participants.  Assists with worksite timesheet processing.  Supervises participants as assigned and implements program activities.   Oversees activities to meet specified performance outcomes for program requirements and prepares progress reports.  Must be able to travel and have a valid Drivers License.  Must be computer-literate and use MS Office applications. 

3. 
MIS RECORDS CLERK

Duration of Employment:  Shiprock:  March 16, 2009 to July 17, 2009 and Chinle, Crownpoint, Fort Defiance, Tuba City:  May 11, 2009 to August 20, 2009
Salary:  $9.56 Per Hour

Worksites & Positions Available:  (1) Chinle, (1) Crownpoint, (1) Fort Defiance, (1) Shiprock, (1) Tuba City

Job Duties:

Performs job duties under the supervision of the Statistical Technician at each Workforce Center.  Performs specialized clerical work of average difficulty in review of participant records and data-entry of client-specific information for WIA program reporting.  Conducts quality reviews of program eligibility and maintains complete participant records.  Prepares and organizes participant records and statistical reports.  Must be computer-literate and use MS Office applications. 

4.
PAYROLL CLERK
Duration of Employment:  Shiprock:  March 16, 2009 to July 17, 2009 and Crownpoint, Fort Defiance:  May 11, 2009 to August 20, 2009
Salary:  $9.56 Per Hour

Worksites & Positions Available:  (1) Crownpoint, (1) Fort Defiance, (1) Shiprock

Job Duties:

Performs job duties under the supervision of the Accounts Maintenance Specialist and Project Coordinator at each Workforce Center.  Performs specialized payroll functions of average difficulty in processes payroll and compiling payroll data printouts to maintain payroll records and reports for salary/wages of client-specific information for WIA program reporting.  Must be computer-literate and use MS Office applications.

Submit Letter of Interest, Navajo Nation Employment Application and resume’ to NDWD Workforce Cneters located at Chinle, Crownpoint, Fort Defiance, Shiprock and Tuba City.   Contact staff:  Mr. Tommy Arviso, Navajo Department of Workforce Development, Window Rock, Arizona (928)871-7707.  

The Navajo Nation gives preference to eligible and qualified applicants in accordance with the Navajo Preference in Employment Act (NPEA) and the Navajo Veteran’s Preference.

*****************************************************

CLOSING DATES

SHIPROCK WORKFORCE CENTER APPLICATION CLOSING DATE:  March 15, 2009
CHINLE, CROWNPOINT, FORT DEFIANCE, TUBA CITY APPLICATION CLOSING DATE:  May 1, 2009

