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OUR MISSION
The Organized Village of Kasaan is committed to promoting, preserving  
and protecting indigenous Haida identity and values for our elders and youth. 
We look to the future in unity, by developing economic opportunities, promoting 
education, and utilizing our cultural, natural, and social resources.

JOB TITLE: Program Assistant (Tribal Broadband Connectivity Program Grant)

Position #1- Grant funded through Dec 2027
Position #2- Grant Funded through Dec 2028

Reports to/Guided by: Program Coordinator
Job Type: 2 Regular Part-Time Benefited Grant Funded Positions
Grant Period: 2025 through December 31, 2028 
Job Classification: Non-Exempt (Hourly)
Hours/Week:  up 20 hours/week
Schedule: Monday-Friday during regular OVK business hours; in-office work required.
Travel: None
Pay Grade: Grade 8, Step DOE, beginning pay $30.17 per hour 
Leadership Responsibility: Does not supervise employees.
Date Last Updated: August 2026

PURPOSE OF THE ROLE
The Program Assistant supports the implementation of the Tribal Broadband Connectivity Program Grant (TBCP) by assisting with participant communications, community education, device assistance, application support, basic records management, and coordination of program activities that expand internet access for OVK Tribal Members and OVK Tribal Businesses.
 AREAS OF CONTRIBUTION (not an exhaustive list) 
· Application Assistance: Assist community members with program applications, eligibility documentation, follow-up communications, and status updates.
· Community Education: Help provide community education about broadband access, program services, basic digital skills, online safety, and available participant supports.
· Device Assistance: Provide basic assistance to participants with program-related devices, including setup guidance, basic troubleshooting, connectivity support, and referrals for issues that require higher-level technical assistance.
· Participant Support: Respond to routine participant questions, help connect community members to appropriate resources, and provide respectful customer service to Tribal Citizens and community members.
· Recordkeeping Support: Assist with organizing participant records, tracking forms, program files, payment documentation, and other grant-related information as directed.
· Program Coordination Support: Support scheduling, outreach, supply preparation, communications, and other administrative tasks needed for program activities and deliverables.
· Confidentiality and Compliance: Maintain confidentiality and accuracy when handling participant information, records, and program documentation.
· Participates in cultural and learning activities to further knowledge of indigenous Haida culture.
· Other related duties as assigned.

SKILLS, KNOWLEDGE, AND EXPERIENCE
· Knowledge of the history, customs, beliefs, family systems, and values of the Organized Village of Kasaan is required. Must have a strong commitment to OVK’s mission
· Must have a high school diploma or equivalent and at least 1 year of related experience in project coordination, preferably in community development or grant management.
· Technically proficient in project management software and tools.
· Strong organizational, communication, and program coordination skills. 
· Experience independently troubleshooting administrative, technical, or logistical challenges. 
· Ability to maintain confidentiality. 
· Project Management Professional (PMP) certification or other training in project management or grant management a plus (not required). 
REQUIREMENTS
· Must have a valid Alaska driver’s license, adequate vehicle insurance, and an adequate driving record.
· OVK upholds Native preference in hiring, in accordance with tribal policies.
RELATIONAL RESPONSIBILITY
· OVK’s Mission and Values: Shows commitment to OVK’s mission of promoting, preserving and protecting indigenous Haida identity and values for our elders and youth. 
· Job Duties: Performs job duties and responsibilities as outlined in the job description.
· Work Progress: Makes progress toward goals, deliverables, and duties.
· Policies: Knows and follows department and OVK policies and procedures.
· Accountability: Self-manages and is accountable (e.g. Uses call-in procedures, accurately clocks in/out, is available during work hours, attends work consistently and on time, etc.) 
· Communication: Communicates and works well with internal and external team and community. 
· Customer Service: Provides quality customer service to Tribal Citizens and the community as appropriate/needed for the position. 
WORKING CONDITIONS
The physical demands and essential functions outlined in this job description must be met with or without reasonable accommodation. To request accommodation, contact your supervisor, HR, or the Tribal Administrator.

· Sedentary: Requires safely exerting up to 10 pounds of force occasionally; involves sitting most of the time but may involve walking or standing for brief periods. This position requires prolonged periods of working on a computer and performing office duties such as filing and using office equipment. 

SIGNATURE

OVK is a Sovereign Tribal Government: I understand that I am employed by a federally recognized sovereign tribal government, and my employment is subject to the laws, ordinances, and policies of the Tribe. State employment laws do not apply unless expressly adopted by the Tribe. Any employment-related disputes will be resolved under tribal law and within tribal forums. This policy does not create a contract of employment or waive the Tribe’s sovereign immunity.

I understand my signature below confirms my understanding of the position’s responsibilities, essential functions, and requirements. I understand that employment with the OVK is 'At-Will' and nothing in this document creates or implies a contract or guaranteed term of employment. This job description may be updated as needed at the OVK’s discretion to reflect organization needs.


Employee Signature: __________________________________	Date: _________________________



APPROVALS


Supervisor (if applicable): ______________________________	Date: _________________________

Tribal Administrator: __________________________________	Date: _________________________
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