2012.101
JOB DESCRIPTION

Position Title:



CRP/ TANF Administrative Assistant
Departmental Supervisor:
CRP Manager
Titles of Departments Supervised:
Office/Clerical

Compensation Range:


DOE

SUMMARY OF DUTIES AND RESPONSIBILITIES
Provides secretarial/clerical administrative support to the Career Renewal Manager or designee.  Provides the public and/or clients with intake assistance as necessary.  Processes new applications as received. Provides maintenance and implementation of all CRP/TANF files.  Arranges all travel and purchasing activities for CRP/TANF staff and consumers.  Assists the CRP /TANF Managers in planning, monitoring, and modifying budgets as necessary.  Provides budget updates to the CRP Manager and Department Director on a monthly basis to facilitate accurate budget decisions.  Demonstrated success in maintaining account budget(s).  Maintains reception area, including answering the telephone and taking messages.  Monitors flows of correspondence to ensure timely action and delivery.  Maintains ordering of office supplies and maintains the appearance of the office.  Other duties as assigned to promote the efficiency and/or effectiveness of the Social Services Department and Career Renewal Program.

DESIRED QUALIFICATIONS

1. Five or more years administrative experience in secretarial/Financial field; a two year degree, in a related field, or equivalent combination.
2. Demonstrate success in multitasking, implementing and maintaining the organization of several programs/projects.
3. Demonstrate ability to use word-processing, spreadsheet and database software. 40 WPM.  Ability to proof read.
4. Demonstrate ability to operate and troubleshoot basic office machinery.
5. Demonstrate excellent interpersonal and communication skills (orally and in writing).
6. Demonstrate ability to exercise good judgment under stressful situations.
7. Demonstrate excellent attendance history in previous employment.
8. Demonstrate ability to identify and resolve problems and provide resource referrals in a timely manner.
9. Ability to gather and analyze information skillfully. 
10. Use reason even when dealing with emotional stressful topics.
11. Demonstrate ability to be accurate and thorough.
12. Keep and Record Meeting minutes.
MINIMUM QUALIFICATIONS

1. Associate’s degree in clerical, secretarial or related field or four or more years administrative experience in Office Management or related field.

2. Aptitude and ability to multitask.

3. Ability to communicate effectively (orally and in writing).

4. Ability and aptitude to work consistently in a professional manner.

5. Ability and willingness to maintain an excellent attendance record.

6. Ability and willingness to maintain absolute confidentiality of sensitive information.

7. Must not have been convicted of a felony within the past five years.

8. Must not have any student financial aide debarments.

9. Requires you be free from drug and alcohol abuse in the past three years.

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, submit an application, resume and authorization to release information form to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________



______________________________

Applicant Signature





Date

AUTHORIZATION TO REALEASE INFORMATION

SUBJECT (PRINT NAME) ________________________________________________

Prior to affixing your signature on this page, you must present this form to a Notary Public. 

I, ________________________, authorize (leave blank) ________________________________

To furnish the Coeur d’ Alene Tribe with any and all information that he/she/it may have concerning my reputation, employment history, residential history, educational history, financial status (to include a credit report), military service, medical treatment, and criminal history, including non-conviction data and intelligence information not prohibited by regulations concerning Fair Pre-Employment Inquiries. Information of a confidential or privileged nature may be included.  Your reply will be used to assist the Coeur d’ Alene Tribe in determining my qualifications and fitness for the position I am seeking with the Coeur d’ Alene Tribal Social Services/Career Renewal Program.

I will make NO attempt to gain access to information provided by you to the Coeur d’ Alene Tribe and/or its agencies or department in conjunction with the employment process and herby expressly waive any rights I may have to request the disclosure of information provided by you to the Coeur d’ Alene Tribe and/or its agencies or departments in conjunction with employment procedures.

I hereby release you, your organization, the Coeur d’ Alene Tribe, and others from any liability or damage which may result from furnishing the information requested.







___________________________________







Signature of Applicant

SUBSCRIBED AND SWORN TO before me this _____________of_______________, 20_____






     ____
____________________________________






      Notary Public in and for the State of __________






       Residing at ______________________________






        My commission Expires: __________________

NOTE:
A photocopy reproduction of this document shall be for all intents and purposes as valid as the original. You may retain a copy of this form for your files.
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