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            Smith River Rancheria
                    Position Description

Title:  THPO
Cultural Resource Specialist

Department:  THPO

Class:  Skilled





FLSA:  Non-Exempt  
  
Status:  Full Time/Grant Funded



Pay Grade:  V ($13.36 - $18.85)
Supervisor:
THPO





Subordinates:  None
Effective Date: June 2012


Position Summary: 
Under the direction of the THPO Cultural Resources Officer, the THPO Cultural Resource Specialist is responsible for pre-history and historical research, anthropological research, archeological research to support the Tribal Heritage and Preservation Office and the Cultural Department in their projects.  This position requires knowledge of the Native American Tribes, specifically the Smith River Rancheria, the Tolowa Dee-ni’ Tribe from this region of California and their cultural beliefs, ceremonial practices, ceremonial regalia, geographic significance of the area, language and location of sacred areas.  
Essential Duties and Responsibilities: include the following. Other duties may be assigned.
· THPO CULTURAL RESOURCES SPECIALIST
· Protection of Tolowa Dee-ni’ Cultural Resources.
· Interact with the Yurok Tribe Northcoast Information Center (NCIC) to research history in specific identified geographic areas for individual projects, including the GIS database and various mapping requirements.
· Record, review, write in final format and submit research on identified research topics for the THPO.
· Perform short or long term tasks as directed by the THPO Officer.  
· Maintain records of projects researched for future access by the THPO Office and GIS Committee.    
· Maintain Smith River Rancheria Archives under the direction of the THPO Officer.

· Other duties as requested by the THPO Officer.
· Temporary or permanent duties and responsibilities may be added to, or modified as deemed necessary.
· Assist with events of the Smith River Rancheria as needed.

· Monitoring of culturally significant sites on a regular basis or as instituted by the THPO Officer.

· May be required to work weekends and travel outside the area.
· Operate GPS equipment to document significant cultural resources.

· Attend meetings related to various projects and communicate information from THPO office.

· Interact with Smith River Rancheria Cultural Committee meetings and assist with meeting.

Desirable Qualifications:

· Knowledge of GIS program capabilities and GPS Unit operation.

· Previous training in cultural monitoring.

· Prior experience scanning documents and basic computer skills.

Supervisory Responsibilities:

None
Minimum Qualifications:

· High School Diploma.
· Drivers License to drive legally and insurable under the Tribal Insurance carrier.
· Knowledge of research institutions, such as Humboldt State University, University of Oregon and other institutions, libraries, bibliographies, previous studies and historical documents available.
· Demonstrable organizational skills required.  
· Must be able to physically access areas cultural areas.

· Must submit to and pass a pre-employment drug and alcohol screen.
· Qualified American Indian Preference applies.

Language Skills:
Ability to read, analyze, and interpret historical documents, anthropological documents,  professional journals, technical manuals, and government regulations.  Ability to write reports, business correspondence, and procedure manuals, ability to effectively present information and respond to questions from groups of managers, clients and the general public. 

Mathematical Skills:

Ability to work with mathematical concepts such as probability and statistical inference ability to apply concepts such as fractions, percentages, ratios, and proportions.

Reasoning Ability:

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

Certificates, Licenses, Registrations:

Must possess and maintain a valid, state-issued driver’s license, submit a Department of Motor Vehicles (DMV) driving history, and be eligible for Tribal vehicle insurance.
Physical Demands:

While performing the duties of this job the employee is regularly required to sit, use hands and fingers, handle and feel.  The employee is frequently required to stand, walk, and ascend and descend steps.  The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/move 25 pounds.

Vision Requirements:

· Close vision (clear vision at 20 inches or less).
· Distance vision (clear vision at 20 feet or more).
· Color vision (ability to identify and distinguish color).
Work Environment:

The noise level in the work environment is usually moderate,(examples: business office with computers
 and printer light traffic).

Employee’s Signature: ​​​​​​​​​​​​​​_______________________________
 Date: _________

Supervisor’s Signature: ______________________________
Date: ___________
