Job Description

Position Title	Land Services Office Manager/Administrative Accounting Assistant	2016.108
Department	NR/Land Services
Compensation	$14/hr


Summary of Duties and Responsibilities
The incumbent is responsible for customer service and administrative support for the Land Services Program, including the lease processing, file maintenance, land use research, and answering landowner & tenant questions.  The incumbent is responsible for all support tasks to keep the program and department operating efficiently.
Clerical duties for the Land Services Program as assigned by the Manager or immediate supervisor.
Answers phones, communicates on 2-way radio and greets visitors
Performs mathematical calculations, reading and copying of figures for accounting and recording documents
Organizes and maintains office filing systems and records in accordance with established procedures
Maintains applicable documents which relate to eco forms, accounts payable, (supplies, materials and equipment) and program cuff accounts expenditure reports
Able to become familiar with Sage and Workflow programs in order to process requisitions for purchase orders, travel authorizations, travel reports and expense claims, etc
Able to become authorized to use & become familiar with TAAMS & TFAS programs
Assists employees with making travel arrangements as needed
Maintains allotment files
Provides staff support and records minutes for meetings
Maintains stocking, organization and inventory of office supplies
Maintains confidentiality of records and information within the program
Assist with lease compliance inspections
Must be willing to improve knowledge of tribal realty, probate, and tribal issues pertaining to land management through authorized training for the position
Performs other duties as assigned
Desired Qualifications
An Associates of Arts or Bachelors of Arts in Administration, Accounting or closely-related field is preferred
Natural Resources background of at least one year
Familiar with Coeur d’Alene Tribes Financial, Property and Human Resources Policies and Procedures Manuals
Must communicate effectively, anticipating needs and keeping supervisors informed of problems or issues affecting efforts
Ability to prepare routine administrative paperwork
Ability to analyze and solve problems
Ability to gather data, compile information, and prepare reports
Ability to foster a cooperative work environment
Ability to communicate effectively, both orally and in writing
Knowledge of supplies, equipment, and/or services ordering and inventory control
Minimum Qualifications
A minimum of a High School diploma or GED
A minimum of two years of directly related office management expertise in fiscal services and administration (an A.A. or B.A. as described above may be substituted for experience along with references)
Must be knowledgeable within 6 months with Sage/Workflow programs for financial record keeping
Knowledgeable in finance, accounting, budgeting, and cost control procedures
[bookmark: _GoBack]Must be able to obtain security clearance for government access to BIA computer programs for forestry data entry within six months of hire
Must be proficient with Microsoft Word and Excel programs
A minimum of a High School Diploma or GED
Must maintain a valid state driver’s license and be tribally insurable
Must not have been convicted of a felony involving dishonesty within the past five years
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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