Comparing Essential Functions - MPA Tribal Governance Concentration AD - 60% temp and 100% continuing positions

(functions in red not included in temporary position and/or moved to marketing/communications support temporary position)
	Essential Job Functions, 

Tribal Governance Concentration AD

Temporary, 60%
	Essential Job Functions

Tribal Governance Concentration AD

Continuing, full-time

	I. Under the direction of the MPA Director, in a team with the MPA-AD and with the MPA faculty, the TMPA- AD will conduct support activities for current and potential students in the MPA Tribal Governance Concentration including:
· In coordination with undergraduate Indian Education Programs at Evergreen, assume a leading role in recruiting undergraduate Native American students by serving on an Native American Student Recruitment Work Group, attending events, visiting tribal colleges, meeting with prospective students on regional reservations, etc.. 

· Actively recruit students into this concentration area of the MPA program, including communicate with and counsel prospective and newly admitted Native American students.

· Work with Admissions, Registration and Records and other Enrollment Services staff persons to conduct effective and efficient enrollment management activities.

· Counsel, advise and track progress of matriculated students.

· Organize and attend recruitment and admission counseling sessions for the program.

· With the pre-approval of the MPA Director, represent the program at selected recruitment and career fairs and conferences.

· In a team with other MPA Staff, represent the program at the quarterly TESC Academic Fair.

· In collaboration with the Office of Financial Aid and other appropriate TESC offices, help students  identify and apply for financial aid.  Track financial aid decisions.

· Maintain and update all Tribal students listserves.

· Manage the MPA Tribal Concentration recruitment budget.
II. Under the direction of the MPA Director, in a team with the MPA-AD, Tribal MPA faculty, and other graduate program staff, will work as an engaged and active team member to ensure the smooth day-to-day operation of the MPA program as a whole, including:
· Work as a team to assist in all regular, day-to-day administrative operations of the program.

· Work closely with MPA staff to coordinate and organize the MPA All-Student Orientation event for Fall, 2014.

· Work closely with MPA staff to coordinate and organize the MPA All-Student Graduation event in June, 2014.

· Using internal software to track students, budgets & financial aid. 

· Develop and maintain prospective student contacts and database.

	I. Under the direction of the MPA Director, in a team with the MPA-AD and with the Tribal MPA faculty, the TMPA- AD will conduct support activities for current and potential students in the MPA Tribal Governance Concentration including:
· In coordination with undergraduate Indian education programs at Evergreen, assume a leading role in recruiting undergraduate Native American students by serving on an Native American Student Recruitment Work Group, attending events, visiting tribal colleges, meeting with prospective students on regional reservations, etc.. 

· Actively recruit students into this concentration area of the MPA program, including communicate with and counsel prospective and newly admitted Native American students.

· Work with Admissions, Registration and Records and other Enrollment Services staff persons to conduct effective and efficient enrollment management activities.

· Counsel, advise and track progress of matriculated students.

· Organize and attend recruitment and admission counseling sessions for the program.

· With the pre-approval of the MPA Director, represent the program at selected recruitment and career fairs and conferences.

· In a team with other MPA staff, represent the program at the quarterly TESC Academic Fair.

· In collaboration with the Office of Financial Aid and other appropriate TESC offices, help students  identify and apply for financial aid.  Track financial aid decisions.

· Maintain and update all Tribal students listserves.
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II. Under the direction of the MPA Director, in a team with the MPA-AD, Tribal MPA faculty, and other graduate program staff, will work as an engaged and active team member to ensure the smooth day-to-day operation of the MPA program as a whole, including:

· Work as a team to assist in all regular, day-to-day administrative operations of the program.

· In those biennial years that have an entering Tribal Concentration admitting class, be the primary coordinator and organizer of the MPA All-Student Orientation event.

· In those biennial years that have a graduating Tribal Concentration class, be the primary coordinator and organizer of the MPA All-Student Graduation event.
· Be the primary producer of MPA newsletter.

· Using internal software to track students, budgets & financial aid.  Using internal software and working with other TESC offices to support the scheduling of classes (including coordinating with Registrar and Evening and Weekend Studies, working with space scheduling, etc.) and to track enrollments.
· Develop and maintain prospective student contacts and database.
· Assist MPA Director and MPA-AD in tracking of all program data.

· Assist in regular program evaluations and the productions of Annual Reports and regular self-studies (for accreditation and program review purposes).  Assist in managing and tracking performance/evaluation data working with the Office of Institutional Research

II. Under the direction of the MPA Director, in a team with the MPA-AD, Tribal MPA faculty, and other graduate program staff,  the TMPA- AD will conduct external relations activities, manage communications, and support MPA relevant events, including:

· Work with staff and faculty in designing, updating and producing catalogs, brochures, policy manuals and other materials for print.

· Work with staff and faculty in designing and regularly updating the MPA homepage.

· Develop and maintain relationships with relevant external agencies, in particular Tribal managers, urban Indian organizations and Indian educators across the region.

· Work to develop and maintain funding opportunities for tribal student scholarships and for tribal concentration curricular and program development.

· Support the Tribal MPA faculty in planning and implementing curricular activities, as needed.

· In coordination with MPA-AD and Director, evaluate Graduate Student Scholarship applications and make awards.

· Develop and maintain internship contacts and listserve.

· Maintain relationship with Grays Harbor Bridge program and Evergreen’s Reservation Based Community Determined program to develop a student pipeline into the MPA –Tribal Governance Concentration.

· Oversee the production of the TESC Indian Education newsletter.

· Provide staff support for MPA Advisory Board, as needed.

· Provide staff support for MPA Alumni Association, as needed, including maintaining alumni contacts and an up-to-date database.

· Provide staff support for MPA Tribal Alumni Association/Advisory Board.

· Lead development of coordinated marketing, advertising and recruitment strategy.

· Assist the faculty and staff in organization and staff support for MPA events (meetings, symposia, conferences, special events)



