
X'ORT BELKNAP ITII'IAN COMMUNITY
Fort BelknaP AgencY

656 AgencY Main St.

Harlem; Mt.59526

ITIT,E: Assistant Social Servise Director

DEPARTMENT : Social. Services

PROGRAM: $ocial Services

STATUS: Re gular/Full-Time

SALARY: DOE

LOCATION: Fort BelknaP AgencY

SUPERyISION RECEfVED: The Incumbent will work under the direc,t supervision of the Social

Service Director.

SUpaEj/IqIqN EXERCLqEp:. The Ineumbent will assis,t the Soeial services Director in providing

ffiionasassignedbytheSocialServiceDkectorincludingsupervisionof
Social $en'ice staffand frnancial management activities.

General Descriu.tion of Duties:.

r The incurnbent will assist the Director in pmviding leadership and coordination of managsment

firnctions to the Sooial Service Departmout
r Utilize the tibal elechonic system to procors check order, requisitions, payroli and travEl request

and claims'
. Submit monthly and annual reports as required.

. Ensure all Program mansgprs submitrequirodru'ports.
, Serve as timekeeper for all pfosnn man4gcs to procefis timesheets and payroll documents.

s Assists Director in establishing mainEinlng and rnonitoting deparhnental and program contract

files to ensure compliance wittr all Tribal, Statc and Federal requirements.

r Assists Director in coordinating and disnibming delegated workloads; with review authority, to

ensure quality of work.
r Assist Director in managing departmental procurement systom and assumes responsibility for

maintaining dapartmgntal equipment and supply inventory.

r Assures thal weekly internal reports are provided to th.e Director and program managers for 1r$e in

evaluating departmental budgot activity'
. provide assistance to the Director in compiling and developing departmental activity reports to

assure compliance with all Tribal, Stato, Federal and other funding source requirements.

r provide assistance in budgets, modifications and ftrnding requirements. Provide assistancs to the

Director, Planning and other desigrrated staffin establishing and continuing short and long range

planning activities.
o Assists deparhental staffin research and development of specific contract and grant funding

proposals
. ResponsiblE for compiling, drafting or composing a variety of material and information into

deparfrental correspondence or report form.

. perform other duties that can reasonably be expected,to promoto the effioieney ofthe departnent

and general well-being of the Fort Belknap Indian community'



KNOWLEDGE, SKTLLS AIil} ABILITtsS:

. Thorough knowledge of the existing relationship between the FortBelknap Tribal Government

State, and Federal agencies.
. Proficientknowledge inMS Office application and database software and have general offtce

skills.
. Khowledge of legal terminologyr format, and procedures.
. Excellent written and verbal communication skills.
. $kill and ability to organize and multi-task.
. Ability to manage time well and work under stoessftl conditions with an even temperament.

. Ability to meet and deal effectively with the general public and rdpreserrtatives from other

agencies.

' Ability to work well with others and possess a willingness to assist others.

' Ability to attcnd work daiiy and on time.
. Ability to give directions well and nranage several tasks cortcunently.

' Skill to establish and rnaiutain an effective working relatiopship with co-workers, Fort Belknap

Community Council Administration, other programs, agencies, anil thq publiq.

. Must have the ability to maintain confidences and confidential iufonmation within the ofEce and

matter within the couit'

EDUCATION:

r Must posssss a fninimum sfA*socht€g D€rce iu Social Work, Business, Seience or related field.

Bachelor Degree preforred.

E)trERIENCE:

r lVIust po$ses$ a minimum of 3 yeatst office arlminuorkexperience with 5 years' expericnce

accepted as equivalent to Assooiates Degrce.

SPECIAL COIT{DITIONS:

. May be required to work after normal businass hnurs.

r Travel to trainings, meetings and conferences may be required.

r Must possess a valid State of Montana driver's license,and be eligible at.ordinary cos! for

inclusion with the Tribal Master lnsurance Flan.

r Must have dependable, reliable and insured transportation

r Must never have been convioted of a felony
r Financial management experience preferred-

r Must submit to a pre-employment background check, which includes criminal and work history'

r fusnmlgnt will be subjeot to and must comply with the Fort Belknap Community Council

Substance Abu$e hevention, Drug and Alcohol testing policy, and will include baokground

investigation,and work and criminal history prior to and during employnient.

r Indian/Veteran Preference policy applies.



l)istp;

The statemenk herein are intended to describe t}te general nature and level of work being perfonned by

employees and are not to be construed as an exhaustive list of responsibilitiEs, duties, and skills required

of personnel so classified. Furthermore, they do not establish a contract for employment and are subject to

change at the discretion of the employer.

The Fort Belknap lnclian Cornmunity reserves the right to revise or change job duties aud responsibilities

as the need arises. This position description does not constitute a written or implied contract of
employrnent.

Indian Preferewe Emptoj;er *s Requircd by Ltrw

Igglglf,atigp""Rpfqfg.qndJF-o*tr.ql,A.ch, Requires that all individuals appointed to a pcsilion must

presdnt proof of *mployment eligibility. Succesrful applicants willbe asked ta produce dccum*ntation.

Horv to Applyr Submit complete applicaticn & resume toi

Human Resourees Depertrrent
Fort Felknap Indian Clommunify

656 Agency Main Street
Harlcm, MT 59526

Apprr:veri l6tw 1l-7-I$r3-"


