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                                                     HUALAPAI NATION
                                                 JOB ANNOUNCEMENT




   OPEN COMPETITIVE
JOB TITLE:

Administrative Assistant to Council
DEPARTMENT:
Tribal Administration

CLASS:

Full-Time/Regular

SALARY:

NEGOTIABLE
OPENING:

March 25, 2015
CLOSING:

April 7, 2015
POSITION SUMMARY:
Under the supervision and guidance of the Chairperson/Vice-Chairperson, the Administrative Assistant to Council supports and performs duties for the Tribal Council.
DUTIES AND RESPONSIBILITIES:
· The Administrative Assistant to Council in consultation with Tribal Departments and outside agencies prepares agendas for the Tribal Council Meetings.
· Compiles supporting documentation, and distributes to Tribal Council Members in advance of the meetings.
· Using digital recording system, records all Regular and Special Council Meetings.
· Maintains custody of official records of the Tribal Council including ordinances, resolutions, and minutes of the Council.

· Must scan all documents relating to Council Meetings.
· Must be able to attend meetings before and after regular working hours and on Saturdays.
· Prepares typewritten minutes of Council meetings in professional format for approval by the Tribal Council. Requirements of minutes should include:
· date, time & location of meeting;

· list of those present/absent;

· list of items discussed;

· list of reports presented;

· motions presented.
· Responsible for ensuring that accurate and sufficient documentation exists to enable authorized persons to determine when, how, and by whom the Council’s business was conducted.
· The Administrative Assistant to Council ensures that the minutes of the Tribal Council are maintained and made available when requested by authorized parties.
· Performs other duties as assigned.

EDUCATION, EXPERIENCE AND SKILLS REQUIRED:
Ability to understand, follow and explain legislation; communicate effectively and courteously with Tribal officials and the general public; write reports and minutes in a clear concise and effective manner using proper grammar, punctuation and vocabulary; operate a personal computer using a variety of software programs, prioritize work; pay attention to detail; and assemble information and materials. Two years of secretarial experience preferred. One year of experience performing high-level administrative duties in a legislative body; and must be able to type 65 words per minute.  

Highly skilled in computer operations using Microsoft office applications; skill in operating office equipment including copiers, scanners and fax machines; excellent organizational, document management and record keeping skills; ability to present a positive image of the Tribal Council; ability to safeguard sensitive or confidential information from intentional or unintentional disclosure;  ability to set goals and accomplish same; able to travel as assigned; ability to sit for an extended time period; Must have a  High School Diploma or GED. Must have a valid Driver’s License and be eligible for tribe’s insurance. Must submit and pass a drug & alcohol screening.
 HOW TO APPLY:
Submit a completed Employment Application to:  Human Resources Department, PO Box 179, Peach Springs, AZ 86434, fax (928) 769-1191, or call (928) 769-2215/2216 for information.  To be considered for employment, the Human Resources Department must receive a completed application by 5:00 PM on the closing date.  A resume will not be accepted in lieu of a completed employment application.  All applications and supporting documentation submitted becomes the property of the Human Resources Department, please keep copies for your own reference.
PREFERENCE:

All applicants are considered without regard to age, sex, race, national origin, religion, marital status, or physical disability. However, preference may be extended to persons of Indian descent in accordance with Public Law 88-355, Section 703 (702-71) and public Law 93-638, Section 7B.
THE HUALAPAI TRIBE IS AN EQUAL OPPORTUNITY EMPLOYER/PROGRAM

Auxiliary aids and services available upon request to individuals with disabilities
