2013.102

JOB DESCRIPTION

Position Title: 

Administrative Assistant

Department: 

Tribal Police

Salary: 


DOE

Duties: 

Duties of this position will include but no be limited to the following:

· Receives calls, greets visitors and directs to appropriate staff members those contacts needing their attention or action.

· Maintain communication with officers with radio/cell phones.

· Maintain all incoming and out going correspondence, i.e. memos, letters, faxes, reports, statistics, etc.

· Maintain activity calendar, travel itinerary, per diem, hotel reservations, appointments and schedule meetings.

· Establish and maintain an effective filing system, i.e. personnel, vendor, criminal activity. 

· Purchase supplies, services and equipment.

· Assure that requisitions received/ordered have all necessary approvals and adequate funding.

· Maintain all funds and grants for the Law Enforcement Department.

· In the absence of the Chief of Police, act as the Administrator, i.e. signing authority, P/O and invoice approval, timesheets, shift coverage, council presentations, etc.

· Transcribe interviews, minutes, etc. for police reports.

· Maintain all personnel files, i.e. timesheets, travel, certificates, training, etc.

Qualifications:

· High School graduate

· No felony arrests or convictions

· No misdemeanor convictions in the last five years

· Ability to work independently and have time management skills

· Basic accounting knowledge

· Basic computer skills: Word, Excel, Internet

· Knowledge of the Tribal Finance Policy and Procedures.

· Able to pass an extensive background investigation

· Must submit to an FBI fingerprint examination

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 a Tribal Application and resume no later than 4:00 pm on the closing date 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

