2013.108

JOB DESCRIPTION
Position Title:

Assistant In-House Attorney

Reports To:

In-House Attorney

Salary Range:

DOE

SUMMARY:

The Assistant In-House Attorney will keep in close communication with the In-House Attorney, keeping the In-House Attorney informed of all important developments and decisions.  The Assistant In-House Attorney will also be required to consult and update the Tribal Council on a regular basis.  He/she shall, with the policy guidance from Council and direction of the In-House Attorney, function as a representative in Tribal relations with the Bureau of Indian Affairs, the Department of the Interior, and other Government agencies.  This position is responsible for researching and analyzing legal issues as requested by the In-House Counsel or needed and as necessary and for providing legal advice based upon the law and facts of each particular issue.
ESSENTIAL FUNCTIONS:

Essential job duties shall include, but are not limited to:
1. Ensuring the legal requirements of the Tribal Council, various Tribal departments, programs, staff and Tribal entities are met.  Consistently evaluating and assessing the legal needs of the Tribe and researching options for satisfying those needs.

2. Meeting the legal needs of the day-to-day operations of the Tribal government, as directed by Tribal Council.

3. Review, research, analyze and respond to legal matters as requested by the In-House Attorney or the Tribal Council, including but not limited to matters involving:  environmental and natural resources, employment and labor, social services, gaming education, planning and economic development, operation of medical and wellness center, land transactions and contracts, et cetera.

4. Drafting correspondence, resolutions or other documents when requested by the Tribal Chairman and/or Tribal Council.

5. Evaluating current Tribal laws, regulations, policies and issues based upon applicable laws, regulations and policies for purposes of advising Tribal Council, Tribal staff, Tribal entities and others as requested.

6. Working cooperatively with all persons, including various department directors, program managers, staff of Tribal entities, representatives of outside agencies, and others, as requested.

7. Reviewing contracts and legal documents as requested, needed or required.

8. Drafting agreements as directed on behalf of the Tribe with Federal, State, county, municipal or other agencies as desired or required.

9. Coordinating all legal assistance and services provided to the Tribe, including keeping current with all attorneys who are providing legal services to the Tribe.

10. Working cooperatively with the Tribe’s Justice Center, including with the Tribe’s Prosecutor, Defender, and any other attorneys, to establish a successful, efficient and helpful program for the Tribe and its members.

11. Represent the Coeur d’Alene Tribe in a professional, business-like manner.

12. Working with individual Tribal members, as time permits, to help them find other legal resources to help resolve their legal issues.

13. Reviewing grant applications, assisting with grant administration questions and providing grant compliance support to Tribal programs.   
14. Perform other tasks as required.

QUALIFICATIONS:
1. Successful completion of a course of study at an accredited law school.

2. Admission to a state bar and willing to become a member of the Idaho State Bar within a reasonable time. 
3. Excellent communication skills including strong writing skills.

4. Ability to work with and among Indian people and Tribal government.

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,  cover letter, resume and references 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
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