
    
PUEBLO OF ISLETA 

HUMAN RESOURCES DEPARTMENT 
P.O. BOX 1270, ISLETA, NM 87022 

PHONE: (505) 869-7584 FAX: (505) 869-7579 
EMAIL: poiemployment@isletapueblo.com 

 

VACANCY ANNOUNCEMENT 
 

POSTING NO:  110-16        OPENING DATE:  08/31/2016  
        CLOSING DATE:   OPEN UNTIL FILLED 
POSITION:           Data Manager                   POSTED:               IN/OUT   
PAY GRADE:       E6 (To Be Determined Prior to Hire) 
FLSA STATUS:  Exempt 

DEPARTMENT:   Head Start/Early Head Start/Child Care  

REPORTS TO:  Executive Director Head Start 

 

JOB PURPOSE:   This position is located at the Pueblo of Isleta Head Start/Early Head Start and Child Care 

Program.  The incumbent of the position is responsible for the Head Start/Early Head Start and Child Care 

Program filing systems, reporting and data tracking systems.  Oversees the ChildPlus Data System and ensures the 

accuracy of information entered into the system. 

 

Minimum Qualifications/Requirements: 

 Bachelor’s Degree in Early Childhood Education, Education or related fields. 

 Three years’ experience managing Human Service Programs, including program planning, operations, 

evaluations, and the use of reporting and data management systems. 

 Three years’ experience in a supervisory capacity. 

 Master’s Degree preferred. 

 Tiwa speaking preferred. 

 

Knowledge, Skill and Ability Requirements:   Describe how you obtained these Knowledge’s, Skills and Abilities. 

 Knowledge of regulations and laws that pertain to the provision of Early Head Start and/or Child Care. 

 Knowledge of applications, laws, regulations, and guidelines governing all aspects of Head Start, Early 

Head Start and Child Care relative to program responsibilities. 

 Ability to collect and analyze information to meet informational needs, and develop community 

partnerships. 

 Skill in establishing partnerships with federal and state agencies, national Head Start Organizations and 

other professional groups as required. 

 Ability to work in affiliation with Native American families and develop community partnerships. 

 Skill in supervising, training and evaluating assigned staff. 

 Skill in operating various word-processing, spreadsheets, and database software programs in a windows 

environment. 
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Other Requirements:    

Individual selected is subject to the following: 

 Valid New Mexico driver’s license with ability to meet Pueblo of Isleta liability insurance requirements 

and maintain eligibility for insurance. 

 Satisfactorily pass a background investigation, with NO prior convictions of any felonies.  

 Must comply with the Pueblo of Isleta Drug Free Workplace policies. 

 Must have fingerprinting completed prior to employment. 

 

PREFERENCE:  Tribal preference and Native American Indian preference applies to all Pueblo of Isleta positions. 


