



2013.125
JOB DESCRIPTION

Position:  
Administrative Assistant/Background Investigator
Department: 
Gaming 

Salary Range: 
DOE

Summary of Duties and Responsibilities

The Administrative Assistant/Background Investigator is supervised by the Director of the Coeur d’Alene Tribal Gaming Board. The Administrative Assistant/Background Investigator is responsible for the management of general office duties and insuring that the background investigative policies and procedures are in compliance with the Indian Gaming Regulatory Act of 1998 and the Minimum Internal Controls of the National Indian Gaming Commission and Coeur d’Alene Tribal Code, Chapter 30 and Gaming Compact, State of Idaho and Coeur d’Alene Tribe. 
1. Reviews, prioritizes and routes correspondence.

2. Responsible for property management and procurement activities.

3. Takes action necessary to assure proper coding, cost accounting, and compliance with Tribal procedures.

4. Maintains current staff accounts and checks to determine the proper balancing between the Coeur d’Alene Tribal Gaming Board and the Finance Department.

5. Maintains Coeur d’Alene Tribal Gaming Board License Management System including background checks on all employees working in the Coeur d’Alene Casino.

6. Ensure that all money handling procedures are being followed with the collection of gaming license fee’s.

7. Monitors the hiring procedures of the Coeur d’Alene Casino to ensure that new employees are routed to the Coeur d’Alene Tribal Gaming Board Office for background checks.

8. Monitors expiration dates of licensed individuals to ensure that those individuals are processed in a timely manner for license renewals.

9. Must have ability to perform fingerprinting process.  
10. Assists with the analysis of the information received from agencies concerning the background investigations.

11. Acts as receptionist, screen calls and greets visitors and refers inquiries as appropriate.
12. Responds to request for information.

13. Gathers, organizes, and prepares information for comprehensive reports.

14. Takes, types and edits minutes and distributes minutes of the Gaming Board.

15. Researches, compiles, and analyzes data for special projects.

16. Assists in the preparation of manuals and forms.
17. The incumbent serves as the initial contact person with the public and therefore must be accommodating to their needs.

18. Performs other duties as assigned.

Personal Characteristics 
1. Ability to maintain confidentiality.

2. Ability to review data and recognize errors.

3. Demonstrate ability to be a team player.

4. Ability to maintain positive peer relationships and provide assistance in a friendly and helpful manner.

5. Ability to proofread rough draft documents and to convert them into final draft copies.

6. Must be able to work independently, be detail oriented and have consistent attendance record.

7. Ability to meet deadlines and work under pressure.

8. Willingness to learn, organize, develop and maintain those tasks identified by the Director as beneficial to the Coeur d’Alene Tribal Gaming Board.

9. Ability to conduct investigations using the Internet.

10. Ability to meet with the general public both in an office setting and utilizing telecommunications equipment.

11. Demonstrate cultural sensitivity.

Qualifications 

1. Must have a high school diploma or equivalent.  

2. Knowledge of filing system, office procedures and operation of equipment.  

3. Knowledge of IBM Systems including; Microsoft Office and Microsoft Outlook.  

4. Must have excellent oral and written skills.  

5. Qualify to obtain and maintain a Class “A” Gaming License and pass pre-employment drug screen.  

6. Willing to attend training and travel.  

7. Willingness to learn, organize, develop and maintain those tasks identified by the Coeur d’Alene Tribal Gaming Board Director.
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

Page 1 of 2

