
NORTHERN CHEYENNE TRIBE 

DEPARTMENT OF ENVIRONMENTAL PROTECTION 

AND NATUREL RESOURCES 

POSITION ADVERTISEMENT 

2018 

 

 

POSITION: Office Clerk 

 

DEPARTMENT: Environmental Protection & Natural Resources  

 

ACCOUNTABLE TO: Natural Resources Administrator 

 

CLASSIFICATION: Permanent – Full Time                SALARY: $16.00 Per Hour 

 

OPENING DATE: March 21st 2018                         CLOSING DATE: March 28th 2018 

 

SUMMARY OF WORK:  

 

Provides a full range of moderate to complex administrative and clerical support to the Department 

of Environmental Protection and Natural Resources (DEPNR) involving the use of judgement and 

discretion.  Projects are of moderate scope and complexity.  Will report directly to the Natural 

Resources Administrator, but interacts with all DEPNR staff.  Work often involves front line 

contacts with staff and community individuals requiring active problem solving and effective 

interpersonal skills.  Day to day work is performed with general instruction requiring independence 

and initiative.   

 

JOB CHARACTERISTICS  

 

Work Nature:  This position performs administrative support duties in the operation of the 

department, requiring the ability to deal with the public and handle stressful situations.  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.  This position requires intermediate or advanced level proficiency in the use of 

standard desktop applications. 

 

Personal Contacts:  Contacts include the general public, other Tribal employees, US EPA 

staff/officials, other federal employees including BIA, USFWS, BOR, BLM, HIS, COE, USGS, 

state government employees, elected officials, local elected officials, and employees including 

county and city governments, staff from environmental organizations, and contractors for the 

department. 

 

Supervision Received:  This position will receive direct supervision from the Natural Resources 

Administrator. 

 

Essential Functions:   Clerical and administrative duties require the ability to type, use a 

computer, calculate, keep records, communicate effectively, review written material, answer the 

telephone, organize, plan, schedule, budget, and translate spoken words to written material.   

 

 

 



JOB KNOWLEDGE, SKILLS, AND ABILITIES: 

 

Knowledge: This position requires knowledge of the N.C. Tribal Personnel, Travel, Property, 

Purchasing, and Financial Management manuals.  Requires knowledge in office management, 

methods, and procedures.  Additionally, knowledge of federal requirements as they pertain to the 

administration of federal grants is required. 

 

Skills:  This position requires administrative writing skills, supply management, records 

management, verbal communication, process improvement recommendations, problem solving, 

implementation of procedures, budget/program management. Also, position requires skills in 

typing, word processing, and use of office equipment. 

 

Abilities:  This position requires the ability to learn, organize, survey, and interpret independently.  

This position requires the ability to perform complex clerical work; deal with administrative detail; 

handle stressful situations; exercise sound judgment; work without supervision; communicate 

effectively: orally and in writing; follow verbal and written instructions; and establish effective 

working relationships with fellow employees, supervisors, and the public. 

 

 

AREAS OF JOB ACCOUNTABLITY AND PERFORMANCE 

 

1. Provides administrative support to the DEPNR and other duties as assigned required to 

support the mission and function of the department. 

2. Coordinates and handles matters such as correspondence, appointments, callers, and visitors. 

3. Prepares and processes procurements and payments for monthly bills and supply vendors. 

4. Prepares reports and assists in gathering data documentation for report preparation. 

5. Ensures all equipment and vehicles are maintained and inventoried. 

6. Coordinates payroll submission, keeps leave balances for employees, and submits personnel 

correspondence for the department. 

7. Prepares travel arrangements for departmental staff, including preparing all required forms 

and completes trip reports, ensuring all travel is reconciled. 

8. Compile, copy, sort, and maintain accurate records for the department.   

9. Coordinate meetings/events and take minutes. 

10. Attends training, workshops, conferences, and meetings related to departmental operations. 

 

 

JOB PERFORMANCE STANDARDS 

 

Evaluation of this position will be based primarily upon performance of the above areas of 

accountability and performance, and job requirements.  Examples of job performance criteria 

include, but are not limited to, the following: 

 

1. Performs assigned duties in a timely and efficient manner. 

2. Performs project management. 

3. Effectively coordinates projects. 

4. Adheres to safety standards. 

5. Adheres to confidentiality standards. 

6. Prepares and submits accurate and timely reports. 

7. Deals tactfully and courteously with the public. 

8. Observes work hours through tribal timesheet and payroll procedures. 

9. Demonstrates punctuality. 



10. Establishes and maintains effective working relationships with fellow employees, supervisor 

and the public. 

 

 

ADDITIONAL KEY REQUIREMENTS: 

 

1. Must sign waiver for pre-employment drug testing and pass urinalysis screening. 

2. 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 driving record within 15 days of job application. 

3. 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. 

4. Indian Preference will be given to qualified enrolled members of a federally-recognized tribe, 

with priority consideration to members of the Northern Cheyenne Tribe.  Must provide a 

copy of your Certificate of Indian Blood or tribal identification. 

5. 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. 

 

 


