


2011.142
JOB DESCRIPTION

Position:


Clerical/Transporter



Department:

Social Services – ICW


Supervised by:

Social Services Director or designee
Compensation Range
$10 per hour



Summary of Duties:
This position is responsible for ensuring the accurate and efficient implementation of administrative and clerical activities necessary in maintaining the proper day-to-day functions of the Indian Child Welfare (ICW) Program within the Social Services Department.  This includes: filing, answering telephones, taking messages, transporting clients when needed, help inform clients of appropriate staff members or community resources, distribution incoming and outgoing mail, and any other duties as assigned to promote the Social Services Department.

Responsibilities and Duties:

· Must be able to maintain a positive, pleasant, helpful and constructive attitude in working with the clients, staff, and the community; 

· Must be willing to work with limited or minimal direct supervision;

· Must be able to take directives and assist with the composition of memorandums, letters or other correspondence;

· Monitor office supplies for usage and re-order when necessary;

· Experience in the operation of various office machines and equipment;

· Maintain records for scheduling appointments for the ICW program staff;

· Must be flexible in job duties, work hours, and willing to do other duties as assigned, this may include assisting with the other programs in Social Services;

· Must be able to work in a stressful environment and meet program deadlines;

· Must be able to maintain strict confidentiality regarding clients receiving assistance in all aspects of the Social Services Department;

· Must be reliable, dependable, and punctual in attendance;

· Transport clients to various appointments and meetings; and able to maintain a travel log for all travel activities;

Minimum Qualifications:

· Must possess a valid driver’s license and be insurable at time of application (attach a copy);
· Must pass a criminal background check and not have any criminal convictions against children, nor any convictions for Domestic Violence or crimes involving deception/theft/fraud within the past five years;

· Must be able to establish and set clear boundaries;

· Must be at least 18 years of age at time of application;

· Must have some documented experience working in an office setting;
· Must be able to navigate through various computer software programs;

· Must be able to type or have keyboarding experience;

· If in recovery, must be able to document sobriety/recovery of at least six months;

· Must be able to meet expectations and performance as listed in above in the duties and responsibilities;

· Must not be an active Child Welfare client.
An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, complete a Tribal application and submit to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at www.cdatribe-nsn.gov/hr.shtml   or call 208/686-4068.
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