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JOB DESCRIPTION 
Bishop Paiute Tribe 
Bishop, California 

 
 
 
 

Position:  Youth Program Coordinator 
Department: Bishop Paiute Tribal Court 
Supervised by: Tribal Court Administrator 
Pay Grade:  NE5 $23.60 - $30.68 Hourly ($49,088-$63,814.40) DOQ 
FLSA:  Full-Time, Non-Exempt 

 
 

Position Summary: Under the general supervision of the Chief Judge and Tribal Court Administrator, the 
Youth Program Coordinator (YPC), will have a significant role in the development and implementation of the 
Tribal Juvenile Healing to Wellness Court (TJHWC) program, Tribal Youth Attendance Achievement Court 
(TYAAP) program, and any and all Tribal Court programs that may be developed in relation to Native Youth, 
such as a Tribal Family/Dependency Court Program. YPC is responsible for providing meaningful assistance 
to the Court in its deliberations and decisions concerning youthful offenders and to promote public safety, 
improved school attendance and abstinence from drugs and alcohol, through the monitoring and supervision 
of Native youth accepted into any of the Bishop Paiute Tribal Court by the Inyo County Probation 
Department and/or the Superior Court of California, County of Inyo (Juvenile Court). The YPC will serve in a 
lead role for the Tribal Court Youth Program teams, have an active role in assessing potential participants, 
developing individualized case plans, monitor, supervise, and facilitate the implementation of case plans, 
including participation in culturally appropriate activities. The YPC will be responsible for the development of 
policies and procedures necessary for case management and grant reporting requirements for the Tribal 
Juvenile Healing to Wellness Court program, Tribal Youth Attendance Achievement Court Program and all 
other such programs as developed. The YPC will provide direct and indirect delivery of services to 
participants in all said Tribal Court Youth Programs whether or not the youth is under the jurisdiction of Inyo 
County Probation and/or Juvenile Court 
 

 
This list of duties and responsibilities is illustrative only of the tasks performed by this position and is not all-
inclusive. 
 

Job Duties: 
• Customer oriented in delivering excellent customer service to both internal and external individuals in a 

friendly, courteous and professional manner.  
• Participate and assist the Tribal Court Judge in the screening and early referral process of eligible 

individuals to the various Tribal Court Youth Programs (e.g., TJHWC, TYAAP). 
• Coordinates with Inyo County Probation, Toiyabe Family Services, Inyo County Office of Education Bishop 

Unified School District and other agencies to assess and evaluate potential participants for eligibility and 
suitability, including administration of risk assessment tools. 

• In consultation with Inyo County Probation, Toiyabe Family Services, school officials, 
parents/guardians/Indian custodians, and/or other appropriate agencies/individuals, develops 
individualized case plans, outlining conditions of participation, supervision, treatment and services, 
including culturally appropriate services to promote positive behavior.  

• Receive and process referrals of truant minors by the Inyo County Office of Education, Bishop Unified 
School District, and/or Inyo County Student Attendance Review Board (SARB), conduct intake procedures, 
interviews, record reviews, and assessments to discern the extent and root (underlying) cause(s) of each 
individual’s truancy, and develop individualized case plans to address the participant’s truancy.  

• If appointed, serve on Inyo County Student Attendance Review Board (SARB). 
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• Responsible to develop and provide incentives or rewards for participant progress and/or positive behavior.  
• Responsible to develop and deliver culturally appropriate treatment plans. 
• Develops MOU’s and makes other arrangements for the provision of culturally appropriate individual and/or 

group activities/projects. Facilitates and monitors participation.  
• Provide juveniles and families with an array of services designed to support regular attendance in school 

by way of incentives, as needed.  
• Provides appropriate intervention services in a crisis situation involving participants. 
• Reports regularly to the Judge regarding progress of individual participants and provides updated needs 

assessments in order to adjust individualized case plans as necessary.  
• Prepare status reports as requested by the Tribal Court, and State Court systems. 
• Attend and participate in Tribal Court proceedings. 
• Attend and participate in Juvenile Court proceedings of the Superior Court of California, County of Inyo, as 

authorized and appropriate.  
• Monitors activities and behaviors of participants; conducts and coordinates all related evaluation activities.  
• Responsible to assist the Tribal Court Youth Program teams in addressing substance use issues and 

truancy. 
• In coordination with the Tribal Court Administrator, collect data and prepare reports in a timely manner.  
• Assist in development of strategies to improve and/or enhance the Tribal juvenile justice system that 

includes prevention, intervention and treatment programs and services for youth. 
• Assist in development of the Tribal Court Youth Program policies and procedures. 
• Implement and maintain case files, court dates, and meeting dates to ensure client case management 

system is current and up to date.   
• Assists Tribal Court in developing materials for outreach, trainings, website development and maintenance. 
• Maintains strict confidentiality, including, but not limited to, all records, pleadings, other confidential 

documents, and court proceedings. 
• Attends meetings and trainings as required. 
• Other duties as assigned.  

 
Supervisory Responsibilities: None 
 
 
Education and Experience: 
• Must have High School Diploma or GED. 
• Knowledge of court intervention programs. 
• Knowledge of principles, policies, procedures of probation functions, services, and programs; cultural and 

social factors affecting behavior patterns.  
• Associate’s degree from an accredited college or university; or a minimum of two (2) years of work 

experience working with youth or within a related field. 
• Work experience with an accredited California Law Enforcement agency is desirable.  
• Two (2) years’ working experience in a Tribal Court or within a Tribal Government organization preferred.  
• Collaborative management style and knowledge of court procedures including case management, 

accounting and budgeting procedures and Full Court/Enterprise Case Management Systems.  
• Proficiency in office and computer equipment software is required.  
• Knowledge and understanding of policies and procedures and office practices. 
• Demonstrates the ability to communicate effectively with strong verbal and written skills. 
• Detailed orientated, reliable, organized, and motivated. 
• Demonstrates the skills to properly serve the public/community with excellent service and thoroughness. 
• Must have experience with the following programs: Microsoft Office- Word; Excel; Publisher; Power Point; 

Outlook. 
• Familiarity with grant reporting and budget review procedures desirable. 

 
Other Requirements: 
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• Must demonstrate basic knowledge of the unique sovereign status of Indian Tribes and respect for Paiute 
culture. 

• Successful candidate will be required to successfully execute oath of office and certification agreement to 
comply with the Tribal Court’s Code of Ethics. 

• Must have the ability to work with people from diverse cultures, ethnic and socioeconomic backgrounds 
and exhibit knowledge of Native American communities while maintaining cultural sensitivity.  

• Must have and maintain a valid California Driver's license and to be insurable under the Tribe’s existing 
automobile insurance policy.   

• Must be personable and polite with ability to use discretion, initiative and good judgement in dealing with 
Tribal members (Bishop Paiute Tribe or any other Tribe), and general public in the performance of duties.  

• Must be culturally sensitive. 
• Must comply with the Bishop Paiute Tribe’s organizational policies. 
 
Indian Preference: 

Native American Indian preference shall apply pursuant to the Bishop Tribal Employment Rights Ordinance No. 
1992-01 (as amended on June 28, 2012) and the Indian Self-Determination and Education Assistance Act (24 
U.S.C. 450, et seq,), 25 CFR 271.44 and other relevant laws. 

 
 

Competencies:  
To perform the job successfully, an individual should demonstrate the following competencies to perform the 
essential functions of this position. 

• Decision Making - the individual identifies and resolves problems in a timely manner and gathers and 
analyzes information skillfully to make the responsible decision. 

• Interpersonal Skills—the individual maintains confidentiality, remains open to others’ ideas and exhibits 
willingness to try new things.   

• Oral Communication—the individual speaks clearly and persuasively in positive or negative situations.  
Demonstrates group presentation skills and conducts meetings.  

• Customer Oriented – the individual delivers excellent service to both internal and external customers in 
a friendly and courteous manner. 

• Time Management—the individual prioritizes and plans work activities use time efficiently and develop 
realistic action plans. 

• Detail Oriented—the individual demonstrates accuracy and thoroughness and monitors own work to 
ensure quality. 

• Adaptability—the individual adapts to changes in the work environment, manages competing demands 
and is able to deal with frequent change, delays or unexpected events.  

• Reliability—the individual is consistently at work and on time, follows instructions, responds to 
management’s direction and solicits feedback to improve performance. 

• Organized—the individual maintains a clean and organized workspace and projects. 
• Motivated—the individual inspires self and others to get the job done and follow through on tasks.  
• Safety Oriented – the individual ensures safety procedures are followed at all times.  

 
Signatures 
 
This job description has been approved by all levels of management: 

 
Manager:    

 
HR:    
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Employee signature below constitutes employee’s understanding of the requirements, essential 
functions and duties of the position. 
 
Employee: 

 
Date:   

 
 
 
 
 
 
 
  


