[image: ]Job Title:              VIF Coordinator
Supervisor:          Director of Economic Development
Classification:     Classified
FT/PT Status:      Full Time
FLSA Status:        Non-Exempt
Benefits:              Medical, Dental, PERS, and Life Insurance 

DESCRIPTION: The Northwest Arctic Borough Village Improvement Fund (“VIF”) was created as a fund dedicated to Borough villages for capital projects and improvements in services within the communities which is serves.   The VIF will support projects, infrastructure and quality of life services for our villages within the Northwest Arctic Borough.   This role is responsible for coordinating all efforts and information to and from the VIF commission as established by the Northwest Arctic Borough Assembly.  This role coordinates meetings, public hearings, and commission information as directed by the VIF commissioners. This role will also be responsible for developing and maintaining strategic partnerships with external organizations, agencies and individuals, maintaining efficient and complete administrative record of village priorities.  
DUTIES:
· Coordinates all meetings and public hearings of the VIF commission.
· Coordinates travel and other information for VIF commissioners and administration. 
· Responsible for the creation and disseminates meeting agendas and information of the VIF Commission. 
· Coordination of VIF commissioners and information dissemination. 
· Work with individual VIF Commissioners on Village priorities as requested
· Conduct Village meetings in conjunction with Village VIF Commissioners to assist in prioritizing Village projects
· Report to the Assembly and administration projects for Villages as prioritized by VIF Commission for Assembly consideration
· [bookmark: _GoBack]Work with state and federal agencies to provide support for projects determined by the Commission.
· Perform other duties as assigned.

MINIMUM REQUIREMENTS:
· High School Diploma or GED
· Bachelor’s Degree or equivalent experience may be substituted on a year for year basis. 
· Experience in municipal, tribal, or other governmental agency administration is required.  
· Experience in public meeting and / or hearing coordination and understanding of Municipal code requirements. Understanding of the Public meeting act requirements is essential. 
· Ability demonstrate excellent oral and written communication skills
· Ability to work collaboratively and independently to achieve Borough goals
· Skills and experiences to set-up, coordinate, and support public meetings/hearings with local people with various agencies.
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