THE NAVAJO NATION
Department of Personnel Management
JOB VACANCY ANNOUNCEMENT

REQUISITION NO: DGS02510455 DATE POSTED: 07/13/15

POSITION NO: 202314 CLOSING DATE: 07/24/15

POSITION TITLE: Program Supervisor I

DEPARTMENT NAME / WORKSITE: Navajo Nation Risk Management Program - Window Rock, AZ

WORK DAYS:  Monday-Friday REGULAR FULL TIME: GRADE/STEP: ABG65A

WORK HOURS:  8:00 am - 5:00 pm PART TIME: O NO. OF HRS./WK.: $ 21.18 PER ANNUM
SEASONAL: O DURATION - S 44,054.40 PER HOUR
TEMPORARY: O

DUTIES AND RESPONSIBILITIES:

Under general direction of the Department Manager Il of the Insurance Services Department, incumbent will perform duties of significant
difficulty in the management and supervision of the Risk Management and Safety Loss Control Programs. Incumbent will make complex
administrative decisions, develop program plans, initiate policies and technical procedures to achieve program goals and objectives. The
incumbent will establish and implement an annual strategic plan and develop the annual budget. The incumbent will supervise and administer
the adjudication of liability, property & causality claims and mediates claims with adjusters. The incumbent with the assistance of a Broker will
evaluate various insurance options to determine adequate insurance coverage for protection of the Navajo Nation, political subdivisions and
enterprises. Allocates insurance costs, reviews appropriate contract language, recommends coverage limits and maintains file of all certificates
of insurance; reviews and administers payment for insurance claims. Requests payment for all insurance-related invoices. Coordinates
information with attorneys concerning dispositions and hearings. Incumbent will write reports and conduct presentations as requested. The
incumbent will organize and insure the completion of the Employee Performance Appraisal Forms for the program staff.

QUALIFICATION REQUIREMENTS: (Education, Experience and Training)
Minimum Qualifications:
o A Bachelor's degree in Public or Business Administration or closely related field; and three (3) years of program related experience.

Preferred Qualifications:

e Three (3) yeras program related experience two (2) of which must have been in a supervisor or lead capacity.
e Proficient in Microsoft Office software and other computer applications.

e  FMIS Certification.

Special Requirements:
®  Possess a valid driver's license.

(To receive full credit for education, certification, or licensure, transcripts, copies of degrees, certificates, and other appropriate
documents must be submitted along with employment application.)

Special Knowledge, Skills and Abilities:

Must have knowledge of modern principles and practices of program operations and planning, supervision and personnel management
procedures and practices. Must be knowledgeable of Navajo Nation, federal and state laws, regulations and guidelines governing aspects of
tribal operations. Must have an ability to evaluate effectiveness of new and existing programs and to develop appropriate performance
measures to evaluate effectiveness of programs. Skill in operating and developing documents and reports, short and long-term plans and
performance measures. Must have knowledge of modern principles and practices of insurance policies. Must have an ability to effectively
coordinate risk management/safety efforts. Must have knowledge of investigative and analytical techniques, procedures and requirements
utilized in the insurance industries. Must have an ability to think creatively and work cohesively with a team approach to solve problems.
Must be able to verbally communicate information and ideas so others will understand. Must have an ability to write technical letters and

reports.
THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE NAVAJO PREFERENCE IN

EMPLOYMENT ACT AND VETERANS' PREFERENCE.
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