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Position Description 

Title:      
Department: 
Reports To:   
Classification: 
Pay:      

Tribal Planner (Hybrid)
Finance   
Grants Manager
Exempt Full Time
$77,200 - $97,200 DOE

Job Summary: 
The Tribal Planner plays a pivotal role in the development, coordination, and implementation of planning 
projects that promote the health, well-being, sovereignty, and sustainable development of the Tribe. This role 
ensures continuity and consistency throughout the Tribe's plans as well as compliance with Federal and State 
requirements. The Tribal Planner is a hybrid position while also headquartered in the Finance Department 
under the supervision of the Grants Manager but often works in assisting with strategic planning, land use 
planning, infrastructure development, environmental stewardship, grant writing, and project management 
across multiple departments. The Tribal Planner will serve as a liaison between the Tribe and federal, state, 
and local agencies to ensure projects reflect Tribal priorities and community input.

The Tribal Planner has experience with grants and contracts which the Tribe has highly regulated contractual 
obligation. The position will work proactively with Grants Manager/CFO/Finance Coordinator/Directors and 
Coordinators and Finance staff during the lifecycle of a plan. 

Essential Duties and Responsibilities: 

•Develop and update the Tribe’s Strategic Plan, Land Use Plan, and Community Development Strategies.
•Networks and maintains relationships with Federal, State, local, and private entities and other strategic
partners for the purpose of remaining current on the eligibility requirements of plans.
•Adheres to Grant Program Policies and Procedures.
•Coordinates with staff in researching statistics, trends and data for grant proposals and community
advocacy, including: performing research and data gathering – both from external sources and tribal data.
•Researches and writes plans that support tribal goals and meet funder guidelines and criteria.
•Collaborate with Tribal Council, departments, community members, and consultants to identify short- and
long-term planning needs.
•Conduct research and prepare reports, maps, and presentations on planning topics, including
infrastructure, transportation, emergency response and economic development.
•Support the planning and implementation of capital improvement projects.
•Maintains a library of support documents for plans
•Engage community members through outreach, surveys, meetings, and planning workshops.
•Perform other duties as assigned to support Tribal priorities and interdepartmental planning initiatives.
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Licenses: 
Must possess a current and valid California Driver’s License with a record acceptable to the PRT Policy 
and insurance carrier.

Education and Experience: 

•An equivalent combination of education and related experience will be considered.
•Four years of college coursework in urban planning, Tribal Planning, Public Administration, or Project
Management or related fields of study preferred. Bachelor’s Degree preferred.
•Four years of related professional experience in urban planning, Tribal Planning, Public Administration,
or Project Management or related fields of study required.
•Requires the ability to effectively communicate with elected officials, colleagues, employees,
community members, state and federal agency staff members, foundations and with funding source
representatives through written, oral and face to face interactions.
•Requires the ability to work under pressure and respond to deadlines.
•Requires knowledge of Federal, State, local, and private funding sources.
•Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and
legal documents required.
•Excellent written and verbal communication skills, including experience in community engagement and
report preparation.
•Intermediate to expert skills required in Microsoft products.
•Experience with  GIS mapping tools (ArcGIS or similar) strongly preferred.
•Experience and success in program and project development required.
•Requires demonstrated knowledge of Tribal purposes, organizations, policies and procedures.
•Requires the ability to ensure that all services are delivered in a culturally competent manner.
•Knowledge of OMB Circulars A-87, A-133, and the Uniform Administrative Requirements.
•Knowledge of and sensitivity to Native American culture required.

Working Conditions: 
Work is primarily performed remote however with in-person check-ins and/or meetings.

Working Environment: 
The environment involves the usual risks and stress of an office environment. May require travel to attend 
trainings, planning meetings, or conferences.

This job description is not an employment agreement or contract. Management has the exclusive right to alter 
this job description at any time without notice.

Indian Preference: Preference will be given to qualified Native American’s under the Federal Indian Preference Act (43 
CFR 17.3 (d). Applicants claiming Indian Preference must submit verification of Indian certification by tribe or affiliation 
or other acceptable documentation of Indian heritage. 
Knowledge of Pit River Tribe: this position requires an awareness and deep appreciation of the Pit River Tribe Indian 
Tradition, customs and socioeconomic need. It requires the ability at all times, to meet and deal effectively in contacts 
with Indian people and organizations. This requires tact, courtesy, confidentiality, discretion, resourcefulness and good 
judgment in handling sensitive issues. 

Other related duties as assigned: The Pit River Tribe (PRT) position description is a management tool to help organize 
duties and provide employees with the employer's expectations with regard to the specific job classification. The duties 
listed are intended only as illustrations of the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them from the position if the work is a reasonable assignment for the position. 
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All candidates: Please submit PRT Application, resume, cover letter and 3 professional references for verification of past 
employment history. 
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