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JOB	DESCRIPTION	
 

Job	Title:															Vice	President,	Education	
Department:		 Education	 Prepared	by:	 M.	Buchreiter	
Reports	To:	 Education	Board	 Date	Prepared:	 07/12/2021	
Status:	 Exempt	 HR	Approval/Date:	 L.	Williams	07/20/2021	
	

SUMMARY	

Under	the	direction	of	the	San	Manuel	Band	of	Mission	Indians	Education	Board	(“Board”),	the	Vice	President	of	
Education	(“VP”)	plays	a	both	an	academic	and	administrative	leadership	role	to	advance	the	Tribe’s	academic	
and	professional	development	vision	and	mission	through	the	Tribe’s	Education	Department.	The	VP	of	Education	
is	an	established	leader	with	experience,	integrity,	and	creativity	who	understands	the	unique	needs	of	Tribal	
communities	within	the	realm	of	educational	achievement	and	can	match	these	needs	with	multi-year	
programming	that	provides	multi-generational	educational,	career,	and	personal	development	pathways	for	all	
Tribal	families,	from	cradle	to	grave.		

The	VP	is	directly	accountable	to	the	Board	for	the	overall	operations	of	the	Education	Department,	which	also	
includes	Tribal	community	engagement,	long	range	planning	and	execution,	educational	programming	excellence,	
acquisition	and	retention	of	top	talent,	and	ensuring	fiduciary	responsibility	and	forward-looking	planning.	

The	VP	is	strategically	minded	with	the	astute	ability	to	translate	the	Board’s	vision,	goals,	and	directives	into	
actionable	and	sustainable	plans	that	includes	broad	access	(both	internal	and	external),	transformative	
educational	experiences,	and	a	pathway	to	a	successful	and	satisfying	future.	

The	VP	is	a	motivational	leader	and	a	visible	and	positive	presence	who	inspires	the	highest	aspirations	and	
ambitions	for	the	quality	and	reputation	of	the	Education	Department.	

Essential	Duties	&	Responsibilities	

1.	 Develops,	evaluates	and	makes	recommendations	to	the	Education	Board	regarding	Tribal	code,	
Board	charters,	and	related	administrative	policies	governing	the	operation	of	the	Education	
Department.	
	2.	 Works	directly	with	the	Education	Board	Chair	to	execute	the	vision	of	the	Board	and	their	
priorities	at	an	operational	and	administrative	level,	including	meeting	and	retreat	planning	and	
providing	training/extended	learning	opportunities	for	all	Board	members.	
	3.	 Plans	and	facilitates	all	Board	meetings	and	retreats,	and	enlists	assistance	of	and	contracts	with	
consultants,	ex-officios,	and	guest	speakers,	as	requested	or	recommended.	
	4.	 Creates	multi-year,	phased	strategic	plans	related	to	desired	educational	achievements/goals.	

5.	 Creates	metrics	and	a	reporting	cadence	by	which	achievement	of	goals	and	the	larger	Board	vision	
will	be	measured.	
	6.	 Provides	strategic	leadership	for	all	elements	of	the	San	Manuel	education	department:	academic	
success;	cultural	literacy;	language	revitalization;	personal/professional	development;	and	school	
creation	and	assists	the	Board	in	further	evolving	their	foci	and	related	programming.	
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7.	 Provides	strategic	leadership	for	ways	to	build	additional	community-based	services	and	increasing	
and	maintaining	parent/child/community	engagement,	while	also	building	self-sufficiency	and	
community	capacity.	
	8.	 Ensures	that	the	vision	of	the	Education	Board	is	understood	by,	aligned	with,	and	supported	by	the	
larger	Tribal	government	and	that	cross-functional	integration	and	communication	occurs	at	the	
highest	levels	of	both	Tribal	leadership	and	executive	leadership.		
	9.	 Leverages	existing	partnerships	with	other	educational	professionals/institutions/non-profits	in	
the	region—illustrates	existing	regional	relationships	and/or	ability	to	create	additional	
relationships.	
	10.	 Provides	overall	leadership	for	systems,	programs,	policies	and	procedures	that	foster	the	effective	
management	of	resources	and	meets	all	internal	and	external	policies	and	standards.	
	11.	 Advances	a	compelling	and	innovative	vision	for	the	Education	Department	by	encouraging	and	
supporting	scholarship,	facilitating	teaching	excellence,	advocating	for	holistic,	cross-pollinated	
programming,	and	cultivating	collegial	and	constructive	relationships	within	the	Education	
department	and	across	the	Tribal	government	and	its	enterprises.	
	12.	 Working	in	partnership	with	department	leadership	and	other	stakeholders,	develops	strategies	to	
recruit	and	retain	a	diverse,	exceptional	staff,	investing	appropriately	in	opportunities	to	facilitate	
individual	excellence	and	success.		
	13.	 Develops	and	maintains	strong	relations	within	the	local	academic	community,	as	well	as	other	San	
Manuel	departments,	whose	technical	expertise	can	advance	the	vison	and	goals	of	the	Education	
department.	
	14.	 Assumes	other	responsibilities,	duties,	tasks	and	assignments	that	contribute	to	the	mitigation	or	
response	to	any	public	health	emergency.	

15.	 Performs	other	duties	as	assigned	to	support	the	efficient	operation	of	the	department.	

	
SUPERVISORY	RESPONSIBILITIES	

Carries	out	supervisory	responsibilities	in	accordance	with	the	organization’s	policies	and	applicable	laws.			
Responsibilities	include	interviewing,	hiring	and	training	employees;	planning,	assigning	reviewing	and	directing	
work;	evaluating	and	appraising	performance;	rewarding	and	disciplining	employees;	addressing	complaints	and	
resolving	problems.		Makes	hiring	decisions	and	designs	individual	development	plans	with	succession	planning	
in	mind	for	all	key	roles.	
	
EDUCATION/EXPERIENCE/QUALIFICATIONS	

• Master’s	degree	in	Education,	Educational	Administration	or	MBA	with	considerable	experience	in	
Education	is	required.	

• Doctoral	degree	in	a	related	field	is	preferred. 
• Minimum	of	fifteen	(15)	years’	experience	in	Education	is	required. 
• Minimum	of	five	(5)	years’	experience	in	Education	progressively	higher	administrative	roles,	including	

direct	reporting	to	a	School	Board/Board	of	Directors	or	similar	is	required.	
• Equivalent	combination	of	education	and	progressive,	relevant	and	direct	experience	may	be	considered	

in	lieu	of	minimum	educational/experience	requirements	indicated	above. 
• Experience	in	creating/opening/managing	schools	(pre-school	and	elementary	school	experience	

particularly	attractive)	is	required.	
• Experience	working	with,	by,	or	for	Native	American	communities	is	strongly	preferred	as	is	knowledge	

regarding	unique	challenges	faced	by	indigenous	peoples	with	regard	to	educational	attainment,	language	
and	culture	revitalization,	and	wellness.	
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• Has	the	ability	to	articulate	a	compelling	vision	and	to	inspire	and	unite	a	community	around	it	and	has	an	
equivalent	capacity	for	building	consensus	around	implementing	and	operationalizing	strategic	plans	and	
initiatives.	

• Must	be	a	passionate	advocate,	holds	strong	identification	with	the	Tribe’s	mission,	and	is	committed	to	
the	transforming	power	of	education.		

• Demonstrated	administrative	acumen	and	nimbleness	regarding	the	strategic	and	financial	implications	of	
decisions.	

• Understands	the	education	landscape	and	demonstrates	the	capacity	to	understand	and	serve	as	a	
respected	thought	leader.	

• Is	aware	of	the	challenges	facing	education	and	has	a	deep	understanding	of	the	dynamics	of	accreditation,	
licensing	and	certification.		Knowledge	of	CA	Public	Resources	and	Health	and	Safety	Code	related	to	
Education	(Pre-School	through	Post-Secondary),	as	well	as	Federal	Educational	standards	and	programs,	
is	strongly	preferred.	

• Recognized	expertise	in	educational	administration.	Thorough	knowledge	of	educational	structures,	
practices,	and	procedures	related	to	the	administration	of	education	programs.	

• Experienced	in	creating	successful	educational	programming	via	the	adoption	of	new	curriculum	and	
instructional	pathways,	increased	community	accessibility	and	engagement,	and	the	parallel	advancement	
of	both	traditional	and	contemporary	ways	of	learning.	

• Demonstrated	style	of	leadership	and	management	that	is	innovative,	collaborative,	data-informed,	
inclusive,	and	empowers	others	to	succeed,	fosters	respect,	builds	pride	in	the	accomplishment	of	shared	
goals,	and	feeds	upon	two-way	communication.		

	
CERTIFICATES/LICENSES/REGISTRATIONS	

• At	the	discretion	of	the	San	Manuel	Tribal	Gaming	Commission,	you	may	be	required	to	obtain	and	
maintain	a	gaming	license.	

• A	qualified	candidate/employee	must	have	a	valid	driver’s	license	with	an	acceptable	driving	record	as	
determined	by	the	company’s	insurance	carrier.		

	
PHYSICAL	REQUIREMENTS/	WORKING	CONDITIONS	–	ENVIRONMENT	

The	physical	demands	and	working	environment	described	here	are	representative	of	those	that	an	employee	
encounters	and	must	be	met	by	an	employee	to	successfully	perform	the	essential	functions	of	this	job.			

• Primary	work	environment	is	in	a	climate-controlled	office	setting.			
• Work	requires	travel	to	attend	meetings,	trade	shows,	and	conferences.			
• Incumbents	may	be	required	to	work	evening,	weekend	and	holiday	shifts.	
• Must	be	able	to	work	in	a	fast	paced,	high	demand	environment.	
• Strength	sufficient	to	exert	up	to	10	pounds	of	force	occasionally	and/or	a	negligible	amount	of	force	

frequently	or	constantly	to	lift,	carry,	push,	pull	or	otherwise	move	objects	and/or	move	up	to	40	pounds	
occasionally.				

• Sedentary	work;	involves	sitting	most	of	the	time.		Constantly	operates	a	computer	and	other	office	
productivity	machinery,	such	as	a	calculator,	copy	machine,	and	computer	printer.	

• Physical	activities	that	apply	to	the	essential	functions	of	the	position	are	balancing,	stooping,	kneeling,	
crouching,	reaching,	pushing,	pulling,	lifting,	grasping,	talking,	hearing,	and	repetitive	motions.	

• Hearing	sufficient	to	hear	conversational	levels	in	person	and	over	the	telephone.	
• Speech	sufficient	to	make	oneself	heard	and	understood	in	person,	in	front	of	groups,	in	meetings,	and	

over	the	telephone.	
• Visual	Acuity	that	best	describes	the	requirements	of	the	position:	The	worker	is	required	to	have	close	

visual	acuity	to	perform	an	activity	such	as	preparing	and	analyzing	data	and	figures;	transcribing;	
viewing	a	computer	terminal;	expansive	reading;	visual	inspection	of	employees,	visitors	or	facility.	
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• Mobility	sufficient	to	safely	move	in	an	office	environment,	walk,	stoop,	bend,	kneel,	and	enter,	exit	and	
operate	a	motor	vehicle	in	the	course	of	travel	to	promotional	events,	meetings,	conferences,	trade	shows		
and	San	Manuel	properties.	

• Endurance	sufficient	to	sit,	walk	and	stand	for	extended	periods,	and	maintain	efficiency	throughout	the	
entire	work	shift	and	during	extended	work	hours.	

• The	employee	may	be	exposed	to	fumes	or	airborne	particles	including	secondhand	smoke.	
	
San	Manuel	Band	of	Mission	Indians	and	San	Manuel	Casino	will	make	reasonable	accommodations	in	compliance	
with	applicable	law. 


