Job Description

[bookmark: _GoBack]Position Title	Receptionist/Registrar	2016.125
Department	Tribal School
Compensation	DOE


Summary of Duties and Responsibilities
Provide secretarial/clerical needs to the staff at the Coeur d’Alene Tribal School by performing the “job duties and responsibilities” as described below
Protects the confidentiality of students, families, and staff at the Tribal School
Monitors flow of correspondence to ensure timely delivery, including mail pick-up and delivery from the Post Office
Maintains reception area
Responds to routine program correspondence as directed
Establishes and maintains organization, school filing system, and school wide student attendance records
Provides arrangements for substitutes where needed
Receives and documents official office attendance records and follows up with the parents of children absent
Keeps documentation of all parent/family contacts
Answers phones, polite and courteous, and forwards all messages to staff
Other duties as assigned
Must receive and maintain CPR and 1st aide training
Educational Requirements
High School diploma, GED and two or more years experience in the secretarial field
Minimum Qualifications
Ability to use word-processing, spreadsheet and database software on a personal computer at an “intermediate” or higher level @ 50 wpm
Proven ability to operate basic office equipment
Must have a valid Driver License
Ability to supervise students in individual and group settings
Ability to maintain a positive, helpful, constructive attitude and working relationship with supervisor, staff, students, parents, and the community
Ability to communicate effectively (orally and in writing), especially with Native American families
Aptitude and ability to perform routine clerical duties
Ability to establish and maintain records and documents and to complete records as required by deadline
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 School 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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