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NAYA Family Center │ Position Description:  Cully TIF Outreach Coordinator  


The Mission of NAYA Family Center is “…to enhance the diverse strengths of our youth and families in partnership with the community through cultural identity and education”.  
Position Description

	Position:
	Cully TIF Outreach Coordinator 	Comment by Sky Waters: @Sam Taylor @Edy Martinez What is the title for this position? I see Outreach Coordinator here, but the doc is named Economic Development Coordinator. There are other places in the document where naming is inconsistent. 

	Department/Program:
	Community Development

	Compensation:
	$31.25/hour

	Benefits:
	Medical, dental, vision and life insurance, and flexible spending accounts. 401K retirement plan and match up to 6%. 16 paid holidays, sick, and vacation accrual with vacation accrual increasing with tenure.

	Employment Status:
	Regular, Full-Time, Non-Exempt

	Hours:
	General working hours are 9am-6pm; flexible work schedule available upon approval; evenings and occasional weekends, as assigned

	Supervision:
	No supervisory requirements 

	Reports To:
	Cully District Manager

	Job Location:
	Portland, OR

	Created/Revised:
	July 2026



Position Description: 	Comment by Sky Waters: @Sam Taylor @Edy Martinez As written, I don't think this is a coordinator level position. You might want to review this with HR.

Is this person responsible for administering the micro-grant program?

If they are, that would make a stronger case for a coordinator level role.	Comment by Kennedy Coopwood: Can you elaborate on your thoughts, @Sky Waters? I helped put this job description together and it's certainly not a specialist position, which would be entry level.	Comment by Sky Waters: This position primarily focuses on outreach, relationship building, applicant assistance, data entry, and supporting existing programs. To me, these are generally more consistent with an entry-level/Specialist role.

I'd expect a Coordinator to demonstrate greater ownership for a defined program or body of work like administering the micro-grant program.	Comment by Kennedy Coopwood: This person will be administering the micro grant program for this new area we don't have relationships with. They'll also be responsible for doing all new outreach and coordinating the logistics of said outreach. This is called out in a couple bullet points in the essential functions, specifically bullets three and four. 

If you would like to discuss more, I suggest hopping on our recruitment call with us.	Comment by Sky Waters: Since administering the Micro grant program is an essential function, I'm okay with this being a Coordinator role. Thanks, Kennedy!  
As part of the Neighborhood Prosperity Network (NPN’s), the Cully TIF Outreach Coordinator will support community-driven economic development initiatives in the Cully neighborhood. Both the NPN’s and the Cully TIF are programs funded through Prosper Portland, with the goal of building economic opportunities in historically underrepresented communities. 
 
This role will focus on community outreach efforts, connecting small businesses and property owners to resources related to TIF micro grants that will serve to strengthen the economic vitality of the local economy. The TIF Outreach Coordinator will administer the micro grant program and support applicants through the application process. 
 
The coordinator will focus on collaboration efforts with business owners within the industrial area of the Cully TIF boundaries, as well as other small businesses in Cully, community stakeholders, and NAYA’s community development team, to provide resources related to micro grant programs that align with the values and priorities of the community.  

Essential Functions:
· Build and maintain relationships with community members, small businesses, and community-based organizations to understand economic needs and priorities in the Cully community and build awareness about the TIF program
· Act as a liaison between Prosper Portland and community members interested in learning information about TIF, providing program resources, and identifying any barriers related to access
· Support businesses, property owners, and residents in applying for NPN- administered TIF micro grant funding 
· Manage data systems to track the TIF program's metrics, including outreach efforts, participation and outcomes, as well as job creation, if relevant, and business retention 
· Assist with district improvement planning and inter-organizational efforts for inclusive economic development. 
· Administer the TIF micro grant program in alignment with program guidelines
· Connect businesses to professional networks, potential mentors, and networking opportunities 
· Maintain relationships with key economic development stakeholders, including the public and private sectors 
· Ability to learn the complexities of the Cully TIF program priorities and implementation 


Additional Cully TIF Outreach Coordinator Duties:
· Research and track commercial real estate trends, including available properties for sale or lease  
· Input and maintain data in the Case Worthy Database 
· Assist the NPN team in promoting area businesses through social media and in creating business profiles 
· Participate in trainings and/or meetings to support program outcomes 
· Represent NAYA with professionalism at community events and other public engagements
· Collaborate across departments to support Community Development efforts 
· Other duties as assigned

Additional NAYA Family Center Duties:
· Understand and adhere to confidentiality
· Input data, and maintain NAYA and/or contractually required information database systems to track client information
· Includes entering client data, assisting and/or preparing periodic reports
· Database examples include but are not limited to: CaseWorthy
· Participate in trainings and/or meetings to ensure program outcomes are achieved
· Represent NAYA with the utmost professionalism at community events and other public relations opportunities
· Work as an active member of departmental team
· Participate actively in cross-departmental team projects
· Contribute to fostering a safe and secure environment for community members and staff

Qualifications:
Education & Training:
· Bachelor’s degree in business, urban planning, community development, or related field. 
· Bilingual Spanish speakers strongly preferred. 
· Knowledge of Native American history, an understanding of the diversity of the local American Indian/Alaskan Native community and issues surrounding the Urban Indian experience required
Certifications/Credentials:
· Certification (or ability to certify) and ability to maintain certification in Cardiopulmonary Resuscitation (CPR), 1st Aid and Automatic External Defibrillator (AED)
Experience:
· Experience working within diverse populations - preferably in collaboration with other organizations, strongly preferred. 
· Knowledge of culturally diverse histories and an understanding of the experiences of various communities, such as Indigenous peoples, immigrants, and other historically underrepresented groups.  
· Experience working in small business or start-up support. 
· Demonstrated ability in project management, coordination, and business operations. 
· Strong interpersonal communication, collaboration, and conflict resolution skills. 
Skills:
· Strong organizational skills with the ability to take initiative and prioritize tasks effectively.  
· Comfortable speaking in large groups and engaging with individuals from diverse backgrounds. 
· Strong communication skills, including active listening, verbal and written communication, and public speaking. 
· Ability to develop and maintain relationships with culturally diverse communities. 
· Proficient computer skills including: 
· Web-based research 
· Word Processing 
· Microsoft Excel 
· Database use 
· Email communication 

[bookmark: _Hlk135691499]Work Environment:  Work Environment: 50% office, 50% outside office including travel time. NAYA employees are expected to work on site most of the week. With supervisory approval, employees may be able to work at home 1 to 2 days per week after successful onboarding.  

Physical Requirements: 
· The employee may be required to sit for extended periods of time. 
· The employee must occasionally lift and/or move up to 50 pounds, along with additional commercial property maintenance duties. 
· Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Equipment Used:  Computer, phone, copy machine.
Safety Considerations: Some travel may be required.

Other Requirements: 
1. Valid Oregon or Washington State Driver License or must be able to obtain one upon hire (must be eligible to be an insured driver under NAYA Family Center’s liability insurance policy which requires an Oregon or Washington driver’s license) 
2. [bookmark: _Hlk48216180][bookmark: _Hlk48215846][bookmark: _Hlk82172401]Successful completion of a background investigation (including a fingerprint criminal history check; see here for more information) 
3. [bookmark: _Hlk135692350]Successful completion of a DHS Background Check Unit 

[bookmark: _Hlk82172446]Application Procedures:  
Interested candidates should submit: 
1. A Cover Letter addressing your qualifications for the position and why you are interested in joining the NAYA Family Center team 
2. A current Resume 

Note: Candidates selected for a job offer will be asked to complete a NAYA application, if they haven’t already

Application forms and additional information about employment at NAYA Family Center can be found at http://www.nayapdx.org/jobs. 

Attention: Incomplete applications will not be considered. Electronically submitted applications are preferred.  Due to the sheer number of applicants, only those applicants selected for an interview will be contacted. Please respect our no phone calls policy. This job description does not constitute an employment agreement and is subject to change by the employer due to changes in grants and funding sources.

Please submit application materials via the links on our website or send application materials to:
Attn:  Human Resources
Native American Youth and Family Center
5135 NE Columbia Boulevard
Portland, OR 97218
Fax: (503) 288-1260
E-mail: jobs@nayapdx.org
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