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JOB DESCRIPTION

Position Title:		Human Resources Assistant
Report To:		Human Resources Director
Class:			Exempt
Salary:			DOQ/DOE


Summary of Duties and Responsibilities

This position is a full-time position and is under the supervision of the Human Resources Director and responsible for the administrative support of day-to-day office operations with a special emphasis on the staffing process, word-processing, and co-supervision.  Must be able to perform all duties and assigned tasks in a timely and independent manner and must assume a sense of ownership over all tasks.  Must show the highest of professional standards and promotes a positive image of the Tribe and its administration at all times.  Perform other duties as assigned to promote the efficiency and effectiveness of the department.   
· Type job descriptions and be responsible for the development and maintenance of a job description database
· Assist with the staffing process (including, but not limited to: application intake, processing applications, writing letters, job announcement list, copying applications/resumes and sending to the respective departments, answering questions from the public)
· Maintain confidential employee personnel files per federal and Tribal guidelines; as well as, all Tribal Administration job files, and assist with data entry for payroll and other HR records
· Maintain copier and fax machine by scheduling maintenance when necessary and ensuring that supplies are available
· General office filing
· Performs customer service functions including answering questions and fulfilling requests from both the employees and the general public
· Assists the Human Resources Director and Benefits Coordinator with various research projects and/or special projects
· Identify and resolve problems in a timely manner along with gathering and analyzing the information involved with the situation, and effective follow-through on all job tasks
· Maintains office bulletin boards in an up-to-date and legal compliance manner
· Attend appropriate meetings as requested or assigned, and maintain records of materials or subjects addressed
· Must maintain absolute confidentiality of sensitive information at all times
· Prepare purchase orders and pay office bills
· Responsible for ordering general office supplies and keeping inventory of property in HR
· Co-Supervise the Mail Courier and HQ Reception positions (including, but not limited to: timekeeping, fill-in when an employee is out, making decisions regarding the positions, oversee and approve equipment maintenance, changes that relate to the positions, etc.)

Qualifications 
· One (1) year of vocational training in a secretarial type field; or a high school diploma/GED, and a minimum of one (1) year of documented experience handling confidential and sensitive information.  College degree preferred.
· Must have and maintain a valid driver’s license and clean driving record for past three years
· Excellent customer service skills with high degree of professionalism, autonomy and maturity in working with customers (internal/external), peers, and mangers 
· Excellent computer skills including thorough knowledge of Word, Excel and Microsoft Office, knowledge of additional computer skills a plus
· Ability to communicate effectively both orally and in writing with employees, departments, vendors and the general public while maintaining confidentiality in daily operations 
· Must maintain professional conduct including when in stressful situations and while under multiple deadlines
· Basic math and data entry skills with minimum to no errors
· Able to adapt to changes in the work environment (i.e. delays or unexpected events)
· Must be able to prioritize and plan work activities by using time management and organizational skills
· Able to demonstrate accuracy and thoroughness in the Human Resources Department by proof reading and editing
· Must pass an extensive Tribal, State, and FBI background check prior to employment: no criminal convictions within the past 10 years and no felony convictions.

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 cover letter, Tribal application, and resume to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851 or fax less than 10 pages to 208/686-6216.  For more information, visit our website at www.cdatribe-nsn.gov/hr.shtml  or call 208/686-5228.


____________________________					_____________
Applicant’s signature							Date
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