
 

 

Job Title: NACTEP/CEU 

Coordinator 

Position Type: Full Time  

Location: Poplar Date Closing: Until Filled  

Fax or E-mail resume 

to: 

(406) 768-6301 or 

ksears@fpcc.edu 

 

Mail:                                                                           

Kylee Sears, HR Manager                             

Fort Peck Community College 

P.O. Box 398                                                     

Poplar, Montana  59255                                   

768-6315                         

Submit the following for employment: 

1. Letter of Interest 

2. FPCC Application 

3. Resume’ 

4. College Transcripts 

5. 3 Letters of Reference 

Job Description 

Job Overview 

 

This position will be responsible for overseeing the NACTEP grant that deals with the Vocational Programs 

students at Fort Peck Community College (FPCC).  This will be approximately 50% of the position’s time.  This 

positon’s other 50% of their time will be overseeing FPCC’s Continuing Education Unit (CEU) program, 

coordinating the trainings, workshops, conferences and seminars by providing all of the paperwork required for 

CEU’s as well as the certificates earned from the various professional development trainings. 

 

Responsibilities and Duties 

 Primary contact for trainings, workshops and seminars across the Fort Peck Reservation. 

 Collaborate with the college’s receptionists, Tribal entities, and local federal agencies on all 

professional development opportunities being offered, and be on-site at all events to provide the 

appropriate paperwork required for CEU’s. 

 Work with the FPCC administrative team and departments on keeping abreast of scheduled and 

potential trainings to meet the CEU goals each academic year. 

 Work closely with the CEU team at FPCC to make sure the number of credits are being met each 

academic year. 

 Oversee the NACTEP program at FPCC, working closely with the VP of Academic Affairs and the 

Vocational Education faculty in meeting the goals and objectives identified within the funded grant 

application. 

 Provide training classes and opportunities to eligible NACTEP students on a regular basis. 

 Keep track of timecards and eligibility for all NACTEP students, working closely with the Registrar, 

Financial Aid office and Retention Officer. 

 Keep regular data, information, and statistics essential to the submission of required reports to the 

funding agency. 

 

 

mailto:ksears@fpcc.edu


 

 

 

Qualifications 

 Experience working with federal grants is preferred. 

 Ability to communicate effectively both orally and written on a personal and professional level. 

 The ability to multi-task is preferred 

 Must possess good organizational skills, with the ability to schedule, attend, participate and report on 

various events, trainings and workshops. 

 Must have good financial skills. 

 Must be able to work with others as an effective team member. 

 

Education 

 Bachelor’s Degree required. 

 

 

~All new applicants are subject to a Pre-Employment Drug Screening & Background Check~ 

 




