NORTHERN CHEYENNE TRIBE

POSITION DESCRIPTION

POSITION:

Administrative Assistant

Open: Nov 10, 2022

DEPARTMENT:

Northern Cheyenne Court

Salary: $20.00 per hour

ACCOUNTABLE TO:

Clerk of Court

CLASSIFICATION:

Permanent Full-Time

Closes: Nov 30, 2022

SUMMARY OF WORK:
Provides administrative support to the N01ihern Cheyenne Court. Working with the Clerk of
Court providing oversight and management of the federal grants and contract budgets for the
department. This position is responsible for financial transactions that pertain to accounts
payable, accounts receivable, payroll, personnel records, procurement, inventory, supply, vehicle
maintenance, travel, training, CUFF accounting, etc. This position performs other duties as
assigned.
JOB CHARACTERISTICS:
Work Nature: This position performs financial administrative duties in the operation of the
department by providing and interpreting financial information, managing budgets, and
managing financial/program reporting. Maintains an internal Comi CUFF accounting system
tracking all income and expenses. This position requires work outside of normal business hours
to attend meetings and to meet project deadlines. This position is responsible for sensitive
information, requiring adherence to standard of confidentiality.
Business Contacts: Daily contacts with the Comi personnel, Court Clerk, Tribal Judge(s),
general public, tribal employees, Bureau of Indian Affairs employees, federal employees, state
government employees, elected officials, local elected officials, county and city governments.
Supervision Received: This position will receive general supervision by the Clerk of Court and
Chief Judge.
Supervision Exercised: This position may exercise supervisory duty/authority over positions
outlined by the Clerk of Court and Chief Judge documented in writing.
Essential Functions: Administrative duties require the organization, planning, scheduling,
budgeting, and repo1iing to multiple funding agencies. Works closely with the Central Finance,
Procurement, Property and Supply, and Human Resource Departments of the Tribe to ensure
accountability in program expenditures and requirements. Must have knowledge of the 0MB
circulars in regards to Federal and State program management and finances.

JOB KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge: This position requires knowledge of the tribe's management systems including the
N.C. Tribal Personnel, I'ravel, Property, Purchasing, and Financial Management manuals.
Requires knowledge of federal requirements as they pertain to the administration and
management of federal/state/foundation grants.

Skills: Implementation of procedures and budgetiprogram management. Also, position requires
computer software skills. records management, and use of office equiprnent.

Abilities: This position

requires the ability to organize, plan, and assist in the developrnent of
budgets, program proposals, and workplans. This position requires the ability to perform

complex administrative duties, deal with administrative details, handles stressful situations,
exercise sound judgment, work without supervision, comrnunicate effectively orally and in
writing, foliow verbal and written instructions, and establish effective working relationships with
fellow employees, supervisors, and the public. Also, this position as related to the entire
department will have other duties assigned and will likely be cross-trained to assist other
departmental prograrns.

AREAS OF JOB ACCOUNTABLTTY AND PERFORMANCE:

1'
2.
3.
4.
5.
6.
7.
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9.

10.

Provides direct financial management, budget preparation and planning, analyzing and
rnonitoring controls.
Provides direct budget management of grant and contract for the department.
Oversee monthly and quarterly financial reporting and forecasts of organizations financial
performance against budget, financial, and operations goals.
Oversees and processes all travel requests, authorizations, and reconciliations.
oversees and processes ali payroll and human resources transactions.
Manages and coordinates all departmental position advertisements.
Submits all procurement, propefty/supply, and contract transactions.
Submits final prograrn reporting due to the funding agency for all programs.
Provides financial records management and maintains inventory.
Work and maintain Court CUFF accounting.

JOB PERFORMANCE STANDARDS:
Evaluation of this position will be based primarily upon performance of the preceding
requirements and duties. Examples of job perfonnance criteria include, but are not limited to.
the following:

.
o
o
e
.
o
o
o

Performs assigned duties.
Submits accurate and timely reports
Demonstrates good time management.
Adheres to standards of confidentialitv.
Observes work hours.
Adheres to safety standards.
Demonstrates punctuality.

Establishes and maintaiirs effective working relationships
supervisor and the public.

with fellow

employees,

EDUCATION AND EXPERIENCE REOUIREMENTS & DOCUMENTATION:

i.

A Bachelor's

Degree fiom an accredited college or university with rnajor coursework in
business administration or manaqement, or related science fieid. Must provide copy of
credentials.
OR

2. A combination of education,

experience, and training: At least two years of specialized
experience that dernonstrates understanding of grants development, management, program
administration (in business management), college-level education, and training that
provided professional program knowledge. Research internships may count toward work
experience and must be documented on resume. Must provide a copy of your coliege
transcripts and training cerlificates.

ADDITIONAL KEY REQUIREMENTS:
Must sign waiver for pre-employrnent drug testing and pass urinalysis screening.

'

This position requires use of program vehicles and equipment. Must possess a valid
driver's license and be insurable under the Tribe's Insurance Policy. Must provide a copy
of driver's license and drivins record.
Must sign a disclosure statement and agree to a background check. Selection and retention
in this position is contingent on a successfully adjudicated criminal history check and
background investigation.

Indian Pref'erence wili be given to qualified enrolled members of a federally-recognized
tribe, with priority consideration to members of the Nofthern Cheyenne Tribe. Must
provide a copy of your Cerlificate of Indian Blood or tribal identification.
Veterans Preference will be given to applicants discharged or released from active duty in
the Armed Forces under honorable conditions (i.e., honorable or general discharge) are
eligible for veterans'preference. Must provide DD-214 Military Service Record.

