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KETCHIKAN INDIAN COMMUNITY
JOB DESCRIPTION

	

	Position: 
	Education Coordinator
	Reviewed by:
	

	Department:
	DMTHEC
	Supervisor
	

	Reports to: 
	Eagle Center Director
	HR Director
	

	Status:
	(  Exempt
	(  Non-exempt
	Approved by:
	

	Full-Time, Permanent
	General Manager
	

	Indian Preference:  In accordance with the Indian Preference Act of 1934, application for the position must include verification of Indian blood.  


Purpose
Ketchikan Indian Community (KIC) job descriptions are a management tool to help organize duties and provide employees with the employer’s expectations with regard to a specific job classification.  The duties listed are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is a reasonable assignment for the position.  This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice.
Job Summary
Incumbent participates in day-to-day operations of Eagle Center which includes, but is not limited to the care and disposition, training, dietary needs, food preparation, basic medical and health care of resident raptors.  Maintains the cleaning of resident raptor mews, diet and food preparation, manning and enrichment needs of raptors and daily monitoring and weighing of resident raptors. Compiles data and maintains daily records. Prepares, conducts and delivers science-relevant conservation education programs to various audiences. Incumbent ensures that all USFWS minimum standards are met or exceeded.
Incumbent supervises subordinates in the training and care of raptors for educational programming and the delivery of science-relevant interpretative conservation education programs to various audiences.  Incumbent assumes Eagle Center director responsibilities during his/her absence.  Hours and days of work vary and may include holidays and weekends.

Essential Education Coordinator Job Functions 

COMPLETES OPERATION BY
· Gathering resources; resolving operation problems; maintaining reference manuals; implementing new procedures;

· Promoting a motivational environment that maintains the department as a cohesive unit; 

· Investigating, evaluating, and recommending new eagle center supplies and equipment;

· Assuming Eagle Center Director job duties during his/her absence.

PREPARES WORK TO BE ACCOMPLISHED BY
· Determining requirements;

· Organizing schedule;

· Setting priorities.
MAINTAINS RAPTOR MEWS BY
· Cleaning or supervising the cleaning and disinfecting of areas according to minimum standards;

· Maintaining appropriate temperature, ventilation and humidity;
· Inspecting mew structures for damage, ware and/or attempted predator breaches;
· Completing repairs.

MAINTAINS RESIDENT RAPTORS BY
· Conducting established training and enrichment regimes;
· Training, manning, tethering/weathering resident raptors on established schedules;
· Inspecting each resident raptors anatomy, equipment and behavior on established schedules;

· Weighing resident raptors according to established schedules and minimum standards;
· Coping resident raptors beaks and talons as needed;
· Fabricating and changing jesses/anklets twice annually or when necessary;
· Inspecting perches and perch covers regularly and changing perch covers when indicated;

· Assisting veterinarians with check-ups and related medical needs of resident raptors;
· Administering any follow-up medical maintenance or medical care prescribed by veterinarian;
· Reporting problems, discrepancies and/or negative trends to supervisor.
FEEDS RESIDENT RAPTORS BY
· Preparing foods according to minimum standards and guidelines;
· Applying supplements to food items according to established schedules;

· Placing food at designated stations within mews or feeds while conducting training;
· Supplying fresh water in appropriate containers for bathing/drinking within mews.
DEVELOPS CONSERVATION EDUCATION PLAN BY
· Training and supervising the training of resident raptors for a variety of public presentations;
· Training and supervising the training of staff to deliver public programs;
· Preparing oral presentations on the biology and natural history of selected raptor species and their ecosystems, and Native American cultural traditions of relevant raptor species;

· Preparing and supervising the set up for conservation education programs;

· Utilizing an interpretation approach to program delivery;
· Conducting and delivering conservation education programs with live raptors;

· Evaluating and teaching subordinates interpretative program delivery techniques;
· Assisting with maintaining USFWS requirements for Eagle Exhibition;

· Assisting with the accurate and current submission of State and Federal annual reporting;

· Maintaining the resident raptor collection in a healthy, presentable and public program-ready status;

· Maintaining all raptor mews and work areas in a highly cleanly status;

· Conducting training to raptor education staff in the professional delivery of science-relevant conservation education programs to the public;

· Mentoring subordinate staff with progressive raptor handling, training and husbandry techniques and practices;

· Recording and filing data required by established minimum standards;

· Maintaining all tools and equipment for the successful execution raptor related operations;

· Maintaining raptor food inventories at fully stocked levels;

· Educating all subordinate raptor staff about the dietary requirements, enrichment and feeding schedules of all resident species including food types, food amounts, watering and supplements.
EDUCATES VISITORS BY
· Displaying and using raptors in presentations for the public, including schools, civic groups, and visitors at the Eagle Center;

· Conducting professional public speeches and presentations tailored to a variety of audiences on the importance and value of wildlife, their ecosystems and their relevance to native cultures;
· Demonstrating techniques, answering questions, and guiding visitor participation;
· Supervising subordinates in the delivery of interpretative programs.

Essential Administrative Job Functions:

MAINTAINS OPERATIONAL STABILITY BY
· Developing, maintaining, updating and filing all records required by USFWS minimum standards and Eagle Center standards;
· Assisting the Eagle Center Director with coordinating new visitor concept plans;
· Suggesting alternative revenue generating activities to supervisor;

· Assisting the Eagle Center Director with USFWS and Sate Fish & Game Dept. annual reporting;
· Developing and updating interpretative program scripts and program staff training manuals.

RESOLVES DISCREPANCIES BY
· Consulting with supervisor;

· Collecting and analyzing information.
MAINTAINS EQUIPMENT AND SUPPLIES INVENTORY BY:

· Inspecting and evaluating the physical condition of the facility, recommending necessary changes to maintenance to improve sanitation, appearance, and efficiency;
· Checking stock to determine inventory level; anticipating needed operational equipment replacement; and placing orders;
· Maintaining all adequate quantity of essential operating supplies and equipment;
ASSIST WITH MAINTAINING EAGLE CENTER PERMIT REPORTING REQUIREMENTS BY

· Assisting the Eagle Center Director with compiling data to maintain Eagle Center Permits;

· Maintaining the number and species of raptors at authorized permit levels;

· Acquiring and transferring raptors following USFWS Guidelines;

· Assisting the Eagle Center Director with annual reporting to U.S. Fish & Wildlife Service and to State Fish & Game as required;
· Maintaining records as required in 50 CFR 13.46.
ASSISTS IN COMPLETION OF MONTHLY EAGLE CENTER SERVICE REPORTS BY
· Supplying information and trends to the Eagle Center Director in a timely manner for reporting.

MAINTAINS PROFESSIONAL AND TECHNICAL KNOWLEDGE BY
· Researching current trends in wildlife education, interpretation techniques and wildlife issues;
· Attending continuing education opportunities; reviewing professional publications; establishing personal networks; benchmarking state-of-the-art practices;
· Updating the resource library.
MAINTAINS SAFE WORKING ENVIORNMENT BY:

· Reporting any unsafe conditions to appropriate supervisor upon discovery;
· Adhering to all local, state, and federal wildlife regulations;
· Complying with federal and state laws and regulations regarding the protection of the health of employees and provide for appropriate occupational health services for those employees.
MAINTAINS QUALITY IMPROVEMENT PROCESS BY:

· Understands the Tribe’s and employees needs by demonstrating courtesy, diplomacy and tact during interactions with internal and external parties;

· Prepares and monitors indicators for quality and continuous improvement;

· Demonstrates continuous initiatives for improvement of raptor center operations;

· Takes a systems approach to problem solving and process improvement, which involves staff.

CONTRIBUTES TO TEAM EFFORT BY:

· Participating in the facility’s tourism, hatchery, raptor center process and other workgroups;
· Initiating and directing training programs and in-services for new employees;
· Performing other related duties as directed by supervisor.
Additional Job Duties:  

· Maintain handwritten and computer records on all raptors in care;

· Maintain working inventory of supplies and equipment including ordering within budgetary constraints;

· Represent KIC in appropriate forums as directed by supervisor;

· Provide instruction to other employees of this or similar job classification in all aspects of procedure and technique relating to the duties required by this job description unless such instruction requires a specialized certification which the employee doing the training does not possess;
· Maintains customer confidence and protects operations by keeping client personal, financial, and employment information confidential;
· Maintain continuity among corporate, division, and local work teams by documenting and communication actions, irregularities, and continuing needs;
· Communicates data to and obtaining support and approvals from functional areas;
· Provides information to visitors by answering questions and requests;
· Assists SEAPRO with the recovery, stabilization and transfer of injured/orphaned wildlife as time allows;
· Perform other related duties as directed by supervisor.
KNOWLEDGE, SKILLS, AND ABILITIES
· Knowledge to gather, organize, and analyze information for eagle center operations and personnel;
· Knowledge of wildlife policies and permitting requirements as outlined by state and federal wildlife agencies;

· Knowledge of raptor behavior, training, husbandry, basic medical needs, and policy issues;

· Knowledge of the organization, function and operations of the activity services and higher management directives;
· Knowledge of word processing and spreadsheet computer application skills;
· Knowledge of office equipment and limited maintenance;
· Skill to administer contractor contracts and approve expenditures;
· Skill in writing as would be required for reports, plans, grants proposals, program justifications, etc.

· Ability to gather, assemble, and analyze facts, draw conclusions and devise solutions to management problems;

· Ability to serve as mentor and supervisor to eagle center staff and interns;

· Ability to communicate professionally over the telephone and in person in a positive and clear manner.

· Ability to manage simultaneously multiple tasks, including telephone, computer operations and in-person visits;
· Ability to be flexible in order to perform at the highest level as a team player;

· Ability to handle the stress and long summer hours of fast-pace tourist attraction;

· Ability to utilize maximum degree of professionalism and diplomacy with those who may be experiencing a high degree of stress both mentally and/or physically;
· Ability to work independently with minimal supervision and able to prioritize assignments;
Physical Demands  

Must be able to hear.  Specific vision abilities include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  Ability to use hands to finger, handle, or operate objects tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch; and taste or smell.  Each of the listed activities also requires standing, sitting, walking, bending, and stooping, climbing on stools and ladders, and routinely lifting and carrying items and boxes up to forty (40) pounds.
Writing by hand and using a personal computer.  Frequently required to work extended hours.  Attending evening and lunch time meetings as requested by supervisor.  Traveling occasionally, using air and/or water transportation, to out-of-town meetings and functions.

Licenses:  

Must possess or ability to possess a current and valid State of Alaska driver's license with a record acceptable to KIC’s Insurance carrier. Must have the ability or willingness, within one year of employment, to gain the ability to qualify as Principle Officer on USFWS Eagle Exhibition permits
Education and Experience:  

An Associate’s degree or higher in one of the natural sciences, education or a closely related field or equivalent experience required.  At least two years of experience with presenting raptors in an educational setting is desired.  Experience with raptor training and presentation required. Experience with eagles and/or willingness to gain this experience is desired.  Experience as an intern/student/education training will be considered.

Any combination of related education and/or related experience will be considered if the candidate possesses the demonstrated ability.
Individual must be able to pass a Pre-hire Drug Screen
And Full Background Investigation
Native Preference in accordance to P.L. 93-638
Applications to:
Ketchikan Indian Community


Attn:  Human Resources
2960 Tongass Avenue

Ketchikan, AK 99901
Fax:  1-800-757-7040
Closing date:

Friday, February 15th  
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