
NORTHERN CHEYENE TRIBE 
JOB ADVERTISEMENT 

ARCHIVING CLERK 
 

POSITION: Archiving Clerk                                               SALARY: $10.00  
 
DEPARTMENT:  Northern Cheyenne Court 

ACCOUNTABLE TO:  Clerk of Court 

OPENS:  1/15/19                                                               CLOSES:  1/23/20  @ 4:00pm   
 
 
SUMMARY OF WORK:  The Archiving Clerk is an employee of the Northern 
Cheyenne Court under the direct supervision of the Clerk of Court.  This is a full 
time temporary position not to exceed one year and is dependent on funding 
availability. 
 
MAJOR DUTIES AND RESPONSIBILITIES: 
 

1.  Preparation of court case files for archiving. 
2. Must conduct inventory and categorize closed case files. 
3. Strong organizational skills. 
4. Providing security for files, documents, and materials filed in the custody of 

the courts and insuring that they are not removed from the offices of the 
clerks and the court upon the specific instructions of the Chief Judge of the 
Court. 

5. Must establish priorities in completing daily assignments in a timely and 
accurate manner. 

6. Must maintain confidentiality of all information. 
7. Work closely with the Clerk of Court on archiving project. 
8. Dependability in following through on all assignments. 
9. Physical ability to lift up to 70 lbs. 
10. Other duties as assigned. 

 
KNOWLEDGE REQUIRED:  This position requires a working knowledge of the 
Northern Cheyenne Tribal Law & Order Code, Tribal Ordinances, Criminal 



Proceedings and law enforcement procedures.  Working knowledge of computer 
software such as WordPerfect, Excel and Data Base Management is required. 

- High School diploma. 
- Minimum of one-year court related and secretarial experience. 

 
SKILLS REQUIRED: 
 

- Performs assigned duties in a timely manner. 
- Maintains accurate and timely records and files. 
- Must have skills in typing, editing, and work processing. 
- Ability to use a computer and scanner. 
- Ability to communicate effectively orally and in writing. 
- Adheres to standards of confidentiality. 
- Is able to handle stress. 
- Demonstrates punctuality. 
- Ability to follow verbal and written instructions. 
- Ability to establish an effective working relationship with fellow employees, 

supervisor and the public. 


