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WICHITA AND AFFILIATED TRIBES 

POSITION DESCRIPTION 
 

 

JOB TITLE:  Director – Natural Resources Program, Bureau of Reclamation 

 

DEPARTMENT: Executive & Management Staff 

 

LOCATION:    

 

REPORTS TO: Tribal Administrator 

 

JOB SUMMARY:  

Director is responsible for the daily administration and overall operations of all grants/contracts and tribal 

funded programs within the Natural Resources Program. Will assist and lead natural and cultural resources 

stewardship efforts for tribal land assets. Performs a variety of complex management and administrative 

functions to promote efforts to manage, protect, preserve, restore, and enhance Tribal natural resources. 

 

CORE DUTIES AND RESPONSIBILITIES: 

 

1. Develops, establishes, and meets the Natural Resources Program’s short-term and long-term goals 

and objectives, strategies, and project work plans. 

 

2. Composes and submits annual grant applications and proposals to funding agencies. Actively seeks 

and applies for funding from additional resources including but not limited to Solar, Tribal Utility, 

U.S. Forest Service, Department of Interior, Renewable Energy, Wind Power, Hydro, Geothermal, 

and Climate Change. 

 

3. Shall be primarily responsible for overall management of the grant(s) by providing direct oversight 

of the daily operations, inclusive of fulfilling goals and objectives, as required by applicable grant 

regulations. 

 

4. Responsible for developing and monitoring operating budgets and insures that expenditures are 

complaint with grant regulations and procurement policies, inclusive of either Tribal Cash Match 

or In-Kind costs as applicable. 

 

5. Prepares and submits mandatory progress, statistical, and narrative reports for all program 

components as required by the funding agency. Ensures financial reports have been submitted in 

a timely manner.  
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6. Contributes to strategies for sustainable natural resource management that integrate economic 

growth and governance. 

 

7. Assess the availability of resources and the level of resources necessary to ensure efficient and 

effective provision of services to the Tribal Membership. 

 

8. Provide Environmental Site Assessments to establish baseline of current property environmental 

conditions for evaluating risk of associated with a prior or existing operation at a facility. 

 

9. Ensures clear and effective policies and regulatory administration and compliance procedures. 

Keep abreast of current and future issues and trends related to program related matters. 

 

10. Monitor, research and draft proposal for revision to Tribal, Federal and State laws that affect the 

natural, cultural, biological and economic resources of the Tribe and advise as appropriate 

regarding issues, actions and/or developments that affect the natural, cultural, biological and 

economic resources of the Tribe. 

 

11. Represent the Tribe as directed in government-to-government relationships and activities and 

participate in a wide variety of committees, task forces, work groups charged with the 

development, management and/or regulation of natural, cultural, biological and economic 

resources. 

 

12. Attends trainings, conferences, meetings, and summits to obtain information on grants and funding 

available to grow the Natural Resources Program. 

 

13. Provide technical assistance, advice and support to the Tribal Leadership and other subsidiaries 

regarding natural, cultural and economic resource-related issues, concerns and regulatory 

compliance activities. 

 

14. Performs other duties related to position as necessary or assigned. 

 

EDUCATION AND EXPERIENCE: 

 

1. Prefer a Master’s Degree in Environmental Science, Engineering or related field from an 

accredited College or University. Every two years of supervisory or work experience in any 

environmental field, preferably with an Indian Tribe, will be substituted for one year of completed 

study. 

 

2. Must have at least four (4) years of experience in the administration and management of a natural 

resources, renewable energy, or related program. Prefer previous experience in grant and budget 

management. 

 

3. Knowledgeable of pertinent laws, policies, procedures and regulations in accordance to Federal, 

State, and BIA guidelines 
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4. Experience securing funds for land acquisition and other natural resource initiatives. 

 

5. Knowledge of the laws, principles, and practices of natural resources management, including 

conservation, protection, and use. 

 

6. Prior in-depth experience serving as a policy analyst and advocate for a governmental body 

preferred. 

 

7. Ability to manage time effectively and efficiently even under stressful conditions. 

 

8. Ability to initiate and follow through on complex planning tasks, manage time efficiently, meet 

deadlines and respond effectively to unforeseeable complications in the performance of assigned 

duties and responsibilities. 

 

9. Excellent communication skills, both oral and written, to interact with staff, officials, funding 

agencies, and other individuals regarding grant/contract, program, and personnel matters. 

 

10. Be computer literate and able to operate software for letter processing and spreadsheets. 

 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Work primarily in a climate controlled environment, 

but will be exposed to wet and/or humid conditions, high temperatures, and other outside weather 

conditions. Sedentary, sitting, walking, occasional lifting from floor, and bending. Frequent near vision 

use for reading and computer use. The noise level in the work environment is usually moderate. 

 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Must be physically able to operate a variety of 

office equipment such as a computer, printer, calculator, copy machine, telephone, photographic 

equipment, etc. The employee must frequently lift, carry, and move more than 25 pounds. 

 

SPECIAL REQUIREMENTS: 

Possession of a valid Oklahoma Driver’s License. Subject to a background check and drug screening. 

Indian Preference applies. 

 

This certifies that I have read the position description and I am capable of performing all essential 

functions of the job. 

 
 
__________________________________________      
EMPLOYEE       DATE 

 

 

            

DEPARTMENT SUPERVISOR    DATE 
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__________________________________________     

TRIBAL ADMINISTRATOR   DATE 

 
 
__________________________________________     

HUMAN RESOURCES DEPARTMENT   DATE 

 
_____________________________________________________________________________________ 
Job descriptions are used primarily to assist in the identification of the core duties and responsibilities of a 
position and to be used in determining the level of compensation for the position.  Other duties and 
responsibilities may be added or removed at the discretion of the Wichita Affiliated Tribes Executive 
Management. 

 


