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Mashpee Wampanoag Tribe 
483 Great Neck Road South, Mashpee, MA 02649 

Phone (508) 477-0208 Fax (508) 477-1218 
 
 

 

 
Job Title: Operations Manager 

 

Location: Mashpee Wampanoag Tribe Community and Government Center 

 

Reports To: Tribal Council Chairperson 

 

Department: Tribal Operations 

 

Salary Grade: MW 11 

 

Salary Range**: Low - $54,217.80 | Mid - $72,290.40 | High - $90,360.00  

(**Annual salary based on 35 hours + work week) 

 

Deadline to Apply: deadline for first screening is June 30, 2019 

 
 

Summary:  Under the direction of the Tribal Council Chairperson, manages and directs the Mashpee 

Wampanoag Tribes’ administrative departments, programs and services, by performing the following 

duties personally and through subordinate managers and staff, under the direct supervision of the Tribal 

Council Chairperson. 

 

Essential Duties and Responsibilities include the following.   

 

 Administers applicable employment-related policies and programs, and applicable employment-

related laws 

 Plans, coordinates, and manages the daily operation of Mashpee Wampanoag Tribal 

governmental operations’ departments through governmental operations’ directors and managers. 

 Establishes and implements current and long-range goals, objectives, plans and policies, subject 

to approval by Tribal Council 

 Dispenses advice, guidance, direction, and authorization to carry out major plans, standards and 

procedures, consistent with established policies and procedures 

 Meets with organization's Directors and Managers to ensure that governmental operations are 

being executed in accordance with the governmental operations’ policies and procedures, and 

applicable law 

 Establishes and maintains an effective system of communications throughout the organization 

 Represents the organization with all levels of Federal, State and Local governments when 

required 

 Works with the Finance Dept. in the preparation and analysis of Tribal budgets, indirect cost 

proposals, and ensures contracts and grant proposals are submitted in compliance with Tribal and 
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Federal guidelines 

 Actively participates in contract negotiations and contract administration 

 Plans for future development and implementation of programs and services for the Tribe 

 Researches and identifies public, government, private grant agencies and foundations to identify 

potential sources for education programs 

 Ensures a safe and productive work environment for all employees 

 Provides reports regularly to Tribal Council concerning the status of all assignments, projects and 

functions of the various Tribal programs, department and activities 

 Attend Tribal Council meetings and department meetings when appropriate and when required, 

which will include during and outside of business hours  

 Other duties as may be assigned 

 

Competency: 
 

To perform the job successfully, an individual should demonstrate the following competencies: 

 

 Synthesizes complex or diverse information 

 Designs work flows and procedures 

 Generates creative solutions 

 Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully 

 Develops project plans; Communicates changes and progress; Completes projects on time and 

budget 

 Manages difficult or emotional customer situations; Responds to requests for service and 

assistance 

 Focuses on solving conflict, not blaming; Maintains confidentiality; Keeps emotions under 

control 

 Speaks clearly and persuasively in positive or negative situations; Demonstrates group 

presentation skills; Participates in meetings 

 Balances team and individual responsibilities; Able to build morale and group commitments to 

goals and objectives 

 Writes clearly and informatively; Presents numerical data effectively 

 Develops workable implementation plans; Communicates changes effectively 

 Delegates work assignments; Gives authority to work independently; Sets expectations and 

monitors delegated activities 

 Exhibits confidence in self and others; Inspires respect and trust; Provides vision and inspiration 

to peers and subordinates 

 Includes staff in planning, decision-making, facilitating and process improvement; Makes 

themselves available to staff 
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 Demonstrates accuracy and thoroughness 

 Understands business implications of decisions  

 Aligns work with strategic goals  

 Works within approved budget 

 Shows respect and sensitivity to Native American culture and values 

 Works with integrity and ethically  

 Upholds organizational values 

 Supports organization's goals and values 

 Adapts strategy to changing conditions 

 Adapts to changes in the work environment 

 Able to deal with frequent change, delays, or unexpected events 

 Displays original thinking and creativity 

 Develops innovative approaches and ideas 

 Exhibits sound and accurate judgment  

 Supports and explains reasoning for decisions 

 Reacts well under pressure 

 Treats others with respect and consideration regardless of their status or position 

 Proficient in Microsoft Suite applications 

 Proficient in Outlook 

 Ability to complete job assignments thoroughly, accurately and on time 

 Flexible in scheduling and willing to work outside business hours  

 

Qualifications: 
 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

The requirements listed below are representative of the knowledge, skill, and/or ability required. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

Education/Experience: 
 

Bachelor’s degree in Public Administration, Business Administration or related field, along with a 

minimum of 5 years’ experience in Operations Management, Financial Management, Public 

Administration or related field; or a minimum of 8 years of demonstrable work experience in Operations 

Management, Financial Management, Public Administration or other related field. 

 

Working knowledge of Indian tribal Sovereignty and tribal employment rights aka TERO is highly 

desirable.  
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Language Ability: 
 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 

procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively 

before groups or employees of organization. 

 

Math Ability: 
 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 

percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry. 

 

Reasoning Ability:  
 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or 

diagram form. Ability to deal with problems involving several concrete variables in standardized 

situations. 

 

Computer Skills:  
 

To perform this job successfully, an individual must be proficient with Microsoft Office including 

Outlook, Word, Excel, Access and PowerPoint. 

 

Supervisory Responsibilities:  
 

The Operations Manager is responsible for the overall direction, coordination, and evaluation of all 

departments. Carries out supervisory responsibilities in accordance with the organization's policies and 

applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, 

assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing 

complaints and resolving problems. 

 

Physical Demands: 

 

While performing the duties of this job, the employee is occasionally required to stand; walk; sit; 

use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb 

stairs; talk or hear. The employee must occasionally lift or move office products and supplies, up 

to 20 pounds. 
 

Work Environment: 
 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually quiet. 

 

Additional Information: 

 

Must possess a valid driver's license and must meet Tribal insurance requirements, must submit to and 

pass a CORI background check and pre-employment toxicology screening. Must adhere to Personnel 

Policies and Drug & Alcohol Policies. 
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Other Duties: 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, 

duties or responsibilities that are required of the employee for this job. Duties, responsibilities and 

activities may change at any time with or without notice. 

 

Preference is given to qualified Native American candidates in accordance with the Indian 

Preference Act of 1934 (Title 25, U.S.C., Section 472) and the Mashpee Wampanoag Tribal TERO 

Ordinance.  

 

Please send cover letter, resumé, and at least three (3) work-related references to: 

 

Rita Lopez, Interim Tribal Administrator 

Mashpee Wampanoag Tribe 

483 Great Neck Road South 

Mashpee, MA 02649 

rita.lopez@mwtribe-nsn.gov 

 


