
TITLE: Election Judges

PROGRAM: Election Committee

DEPARTMENT: Election

Fort BelknaP Indian CommunitY
656 AgencY l\ilain Street

Harlem, MT 59526

STATUS: TernPorary/?art time

SALAR

LOCATION: Fort BelknaP AgencY

supERvI$ON RECEMD: Incumbent will work under the direct supervision of the

Secretary/Treasurer or the Chief Administrative Officer'

SIJPERVISION EXERCISED: None

GEI\IERAL IIESCRIPTION OF DUTIES; Tho Fort Belknap lndian Community mission isto

p."ior llr opportuniry t" 
"rl 

r.rbers o{thc comrnunity who are oighteen (lt)-ycan of agc or

ovcrn that arc cntitld'dffi * *y eloction when he or she prcsonts him/hersolf at any polling

pl".i i"tft" voting district whercin tho mernber residos, or in the case of non'rcsidents, absent or

iiiiorm efigiff. 
"Jtrn, 

-Ui 
*r"nt"" batlots which shail Le mailed to such votsrs upon written

request.

Tle Eleotion Judge will:

o Oversee Election managem€nt systems underthe Fort Belknap Election Ordinance and

Constitution guidelines.
r Rosponsible for the Enumorrtion Process, ballot requqt mail'outs to all eligiblc votGrs,

mailing UaUots to tfrose requesting them. bonducting the Primary & Genenl Elections'

r Be able to assist staffwith setting up MaoBook air liptop computers' printen, and other

software that accompanies the oomputers'

r Develop an understand that time is of the essenoe become familiar with staffi, community

members who are the rtsource.
r Develop and implement staffperformanoe measures to support Tribal missions and goals'

I Provide or offer assistanc€ to individuals in the election process'

o Wilt attend meetings as requested as needed'

o Work flexible hours, have adequate transpottation
r Will conform to the Tribal Policies and Procedures'

r Be able to work as designated according to other duties as assigned'

EDUCATION and QUALIACATIONS
At lease an essociatcL-D"g; is also acceptable or in a related-field with significant work in

business and management-or be able to read and interpret the Election Ordinance and

understand the Tribal Constitution.
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EXPERIENCI
2-5 years' computer systems maintenance, working with computer programs munly Excel Must

be able to clearly delineate experience and have prior computer experience

Be able follow directives from management" work in crowded conditions, work under timelines

that crcate strress and anxie$.

REQIIIRED SKILLS, ABILITY, AND KNOWLEDGE:
A professional knowledge of the principles, practices and techniques of election pnocess is

required in order to provide the direct services during the clection process.

Be able to positively interact with thc public.

PROVEN COMPETENCIES At{D SKILLS:

r Wrifren and verbalcommunication
r Management and leadership
r Interpersonal relationshipbuilding.
r Mainain a positive attitude; including bcing rcspectful to the Tribal Council and

community membcrc.

MUST DEMONSTRATE ABILITY TO:

r Relate to all levels of the internal customer community
r Be a team player that motivates and works with other staffmembers including the

community.
o Plan, implement and support systems in a complex Tribal business onvironment

SPECIAL CONSIDERATIONS:

o lncumbent will be subject to and must comply widr the Fort Belknap Indian Community
Council's Substance Abuse Prevention, Drug/Alcohol Free and Drug and Alcohol Testing
Policy. Incumbent will be subjectto and must comply

o Incumbent rnust possess a valid State of Montana Driver's License.
r lncumbent is subject to a baokground check if necessary which includes criminal history

and work history. Insumbent must nevcr have been convicted of a felony offense within
hidher lifetime. 

,r lncumbent must live or reside on the Fort Belknap Reservation and live in thc district
they are working for.

nnnCnAffON REFORM: AIIID CONTROL ACT: Rcquircs thet ell individurls
rppointed to e posltion must prercnt proof of omployment ellglbility. Successful applicants
will be asked to pruduce documentadon.
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