Job Description

[bookmark: _GoBack]Position Title	Tribal Credit Cashier/Front Desk Receptionist	2016.106
Department	Finance
Compensation	DOE, Benefited


Summary of Duties and Responsibilities
This position is responsible for ensuring the accurate and efficient implementation of administrative and clerical activities to maintain the proper day-to-day function of the Tribal Credit Program and the Finance department. This includes: receipting funds in Tribal Credit and the Finance Department, making daily deposits, filing, answering telephones, taking messages, distributing incoming and outgoing mail, and any other duties assigned to promote the Tribal Credit Program and the Finance Department.
Assist the Tribal Credit Accounting Specialist
Update Tribal credit program records
Filing, recording, and administrative details necessary for operation of the Tribe’s credit program
Verify loan applications are complete by obtaining credit reports and verifying employment
Complete per capita voluntary withholding form and security issues for land interests
Assist with prompt filing or recording of all documents given as security for loans
Assist with notifying borrowers when payments are in arrears, and that such notifications are made a matter of record on a monthly basis
Ensure applicant correspondence is certified mail/return receipt requested, with the exception of monthly statements
Complete daily deposits into the depository account
Maintain a positive, pleasant, helpful and constructive attitude in working with the staff, customers, and the community
Monitor office supplies and submit appropriate paperwork when stock is low
Maintain the finance library
Pick-up and drop off mail daily
Open and route mail dailyReceive monies from departments/mail and issue receipts
Receive monies from Tribal members, input into Tribal credit software system and issue receipts
Count and reconcile receipts with monies collected
Prepare tally sheets and deposits
Perform routine mathematical calculations
Handle and accurately count cash
Submit (on a daily basis) checks to the bank remotely
Assist with reviewing budget line items
Assist with the input of purchase requisitions for Tribal credit, finance, and central service expenses
Match Tribal credit and Finance department invoices to purchase orders and prep for approval by the Finance Director
Filing of budget modifications and other documents as requested
Assist in copying, compiling and binding monthly Tribal Council finance reports
Provide and/or assist in scanning of finance documents to Docuware
Assist with the conversion of purchase requisitions to purchase orders in Workflow for all departments
Assist with the evaluation of the appropriateness of account coding, vendor supporting documentation, compliance with rules and regulations, including budgetary needs for purchase order approval for all departments in Workflow
Other duties as assigned
Minimum Qualifications
Proven ability to manage and safeguard highly confidential information
Working knowledge of Microsoft Office products preferred, but not required
Working knowledge of general office equipment (phone, copier, fax, scanner, etc.)
Must be deadline driven with a strong attention to detail
Must be highly organized
Must be able to lift 35lbs
Demonstrated excellent attendance record and work ethic in prior positions (e.g. prompt, dependable, dedicated)
Demonstrated ability to communicate effectively, orally and in writing
Demonstrated ability and aptitude to work consistently in a professional manner
Demonstrated ability and willingness to follow directions, work as a team player, and work with limited supervision
An applicant may be asked to participate in an interview to establish whether he/she meets the minimum qualifications. Interviews do not create a right to employment and provide no promise or guarantee of employment 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, ID 83851. For more information, visit our website at www.cdatribe-nsn.gov or call 208-686-4068.
Sign below stating you have read the above job description and fully understand the qualifications, duties and responsibilities required of this position. Return this job description with the application and your resume.
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