Job Description

Position Title	ICW Clerical	2016.112
Department	Social Services
[bookmark: _GoBack]Compensation	$12/hr part-time


Summary of Duties and Responsibilities
The ICW Clerical person will provide support to the ICW Program and shall coordinate with supervisor in providing services to the Child Welfare Program and clients.  This person will assist with providing services to children, pregnant women and families at risk of child abuse and neglect.  They will assist with providing services to children, and families at risk of child abuse and neglect. They will coordinate services for family members by providing transportation, assisting with completing and filling out paperwork and insuring basic needs of the family are met and promoting good health including mental health.
Must be able to maintain a positive, pleasant, helpful and constructive attitude in working with the staff, customers and the community
Must be willing and able to work with Native American families that are involved in the Child Welfare Program
Must be willing to work with law enforcement agencies, the courts, domestic violence program, as well as other tribal and public entities
Must have relevant experience in social services or related field
Must be knowledgeable in socio-economic factors that contribute to child abuse and neglect
Must be computer literate and able to navigate through various computer programs
Must be able to answer phones, direct phone calls and take messages
Must be able to organize and schedule appointments and meetings
Must be able to review files and records to answer requests for information
Must be able to maintain filing system
Must be able to monitor and order office supplies
Must be flexible and willing to complete various tasks within the social services programs
Must be able to complete tasks and meet deadlines within expected program guidelines
Must be able to work with families in crusis and assist with problem solving and coordinate with other services providers
Must be able to do outreach and provide services & resources in the community
Must be able to maintain strict confidentiality
Must be able to document incoming child abuse and neglect referrals
Must be able to effectively communicate both orally and in written format
Must be able to follow the chain of command and comply with tribal codes and personnel policies
Must be reliable, dependable, and punctual in attendance
Must be willing to develop protocols within the program and assist with implementation of a constantly changing program
Must be able to work at the youth shelter as needed; and coordinate with YS on filing and data collecting for the youth at the shelter
Must be willing to do other duties as assigned
Minimum Qualifications
High School diploma or GED required and 1 year experience working in administration/clerical
Must possess a valid driver’s license and be insurable at time of application
Must pass a criminal background check and not have any criminal convictions against children, nor any convictions for Domestic Violence or crimes involving deception/theft/fraud
Must be willing to document keyboarding skills
If in recovery, must be able to document sobriety/recovery of at least five years
Must not have misdemeanor/felony offenses related to controlled substance of alcohol or drugs within the past ten years, or any misdemeanor or felony offenses relate to abuse, neglect or endangerment of child or elder
Must be able to meet expectations and performance as listed in job duties and responsibilities
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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