
f,'ort Belknap Indian Conmunity
FortBelknap Agency

656 Agency Main Street
Harlern, MT 59526

POSITION : Co ordlnator, ARP Stabillz atioH Grant

PROGRAM: Childcare

DEPARTMEIIT: General Service

STATUS: FullTime NTE 2 years

SALARY: $20.00/hr.

LOCATION: Fort Eelhap Agency

SIIPERVIEI9N RECEMD.: Incumbent works under the direct supervision of the Forr
Belknap Child Care Director.

SUPIRVISIOII{ EXERCIS4D : None

JOB SUMII{ARY: Responsible for all aspects of administering the American Rescue plan
(ARP) Stabilization Gmnt.

GENERAL DS$CRITTIO.L|I. Of' DUTIES: The purpose of this position will be to coordinate
and administer the ARP Stabilization Grant. The incumbent will address the financial burdens
faced by child carc providers dwing COVID-19. Child care is essential to our childron, our
families and our communities. Incumbent will address the urgent need for resources and
financial stability for our child care providers. lncumbent will develop a budget that will address
these needsby:

Child Care Providers during and after COVID-l9. Incumbent will meate criteria and the
application process of administering Stabilization Subgrants to ourchild care providers,

Belknap Chitd Care Programs service area,

the FortBelknap Child Care Prograrn.

Child Care Providers.

ARP stabilization Graut th,roughout the subgrant application pmce$s.

t



KNOWLDDGI. SKILLS AND ABILITIDS: Incumbent mrut have good communioation
skills. The incumbent rnust possess the organizational skills to administer the successful
coordination of required job duties,

EDUCATIONI Incumbent must possess an Associate's degree in Business or the equivalent of
two (2) years of experience in related fields.

EXPERIBNCEi Experience working with pre-school programs is a plus but not required.
Inoumbent rnust possess a minimum of two years of office experience with one year of computer
knowledge in database. Microsoft Vy'ord, Microsoft Bxcel, and Microsoft Access, Incumbent
rnu$t possess the ability to conduct a needs assessment of the Child Care Program.

SPECIAL CONDITIONS:

o Maintain CONFIDENTIALITY at all tirnes except when directed to do so andior
required by law

r lncumbent will be subject to and must comply with Fort Belknap Drug/Alcohol Free
Workplace and the DruglAlcohol testing policy.

r Inoumbent wi[ be subject to a thorough background check including criminal and
work history,

r Incumbent must possess a valid Montana Drivor's License.
r Three letters ofreference
r Current Physical and TB Test

o Current First Aid/CPR and Infant CPR card or able to eam certilication within 90
days of hire,

Indian Preference Employer as Required by law.

&III{IGRATION PERFORMANSE CONTROL ACTr Requires that all individuals
appointed to a position must present proof of employment eligibility. Successfill applicants will
be asked toproduce documsntation.

Irow to Apply: submlt applicatian & resume postmarlced by the closing date to:

Human Rqsources Department
Foft Belknap Community Couucil
656 Agency Main Street

Harlem, MT 59526
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