
FORT BEIKNAP INDIAN COMMUNITY
Fort BelknapAgency
658 Agency Main St.
Harlern, MT59526

flTIE: Receptionist/File Clerk

DEPT: Finance

STATUS: permanent/Full+ime

SAI.ARY:

suPERvlsloN RECEIvED:- The Represeltative work closery with other finance personner andreports direcily to the coilection officei (A/R supervisor) & Chief Finance officer.

NJ\TURE oF woRK: The Receptionist is respcnsible for providing readership and coordination ofmanagement functions to the Finance Department, and iiting RnJnce department documents. Firstpoint of contact to general public at the Finance Reception window, provides general informationregarding payment requests, and collecs/tracks requisitions, coirespondence, and other items receivedinto the Finance Department

TYPICAT DUTIES:

1' Asslsts the cFo/tontrolter in establishing, maintaining and monitoring departmental ac6vity.2' Receives and screens all visitors to the Finance office in a fiiendly and courteous manner andeither announces the visitors to the appropriate emptoye" 
"i'oirlirii]fr;ffi;iting area.3- Accepts cash for tribar services, and provide, .rr,oru. ,ih a receipt4. Maintains a daily visitor log.

5. Operates a multi_line telephone set in a friendly and courteous mannerwhen receiving,screening' recording and directing telephone catls to oep-Jrtment employees. places local and

n::fl::*e 
cails as requested. iecordsand distributei"iit"r"pr,i";;'";*; 

a timery

6' Screehs calls that are requesting vendor information, such as receipt of paymenq checkswriften, etc. Researches those inquiriesin the Mrp ;;;;.; 
""auL 

to ;^;;;; *o'uil,.n"nand onrythen is the cail transferred to the appropriate nnr*" personner.7' Prepares an electronic log of all documentation and correspondence received atthe FinanceDepartment office window. This rog incrudes, u* i, n* ffir;d,o;:'ilio;il;:rr,o Type of document: P. q RFP, o, TEMP, TVL, TC, VC (see electronic log for description ofitems)
o Date received
o Time received
o Requisition f or other identifrJing number
o FBIC Program
o Person dropping offitem
o Brief description of item
o Amount
o Recelved by
o Routed to in Finance
o To P/5, kicked back or other disposition
o Comment
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8' separate and route documentation to the appropriate Finance personnel or inboxes, i.e. checkrequests separated from requisitions, etc.

9' Ensures the electronic log is saved in the share file on the neh,vork so otherfinance employeeshave read only access for research.
10' will back up customerservice Representative as needed with the receiptand control ofrevenues recelved atthe Finance Department office windo*. n r.iptrlirrr ..rnl.ir.rr,,received in the appropriate receipt book and deposits into the rock box.
11. Assists with the distribution of checks to the pubric or prognm directors
12' Performs secretarial duties as required forthe cFo, controller or Finance Department staff.13. Responsibleforexercising personar readership h d;;;;no pro,n*inegood workrngrelationships with other support staff to ensure that serviies tothe organization are fu1ycoordinated and provided
14. Responsible for derivery of department mair to the property & suppry, coilecting thedepartment's mail while there, logging in to departm"nt rog and distributing to appropriatepersonnel.

L5' Performs other duties that can be reasonabte expected to promote the efficiency of the FinanceDepartment and other duties as assigned.

ESSENilAI KNOWTEDGE, SKttts & ABtUTtEs:
Knowledge of;

r 6eneral office practices

r Working knowledge of filing systems
r Word processing and spreadsheet software
t' Resources and services made available by the Fort Belknap lndian comrnunity FinanceDepartment
. Filing in order (alphabeticaf numerical, etc.)

Ahilities:

o strong computer skiils; abirity to use Excer spreadsheets proficientry
r Extraordinary attention to detail
r Excellent organizational and project management skills
r Foster and cuhtvate relationships with other funding agencies and tribal employeesr Perform detailed work accurately, efficiently and promptly
. Abilityto maintain confidentiality
r Ability to utilize Accounting System to prwide payment information t0 vendors and program

managers

WORK EMRONMENT:

fillwo* in a normal office environmeng odensive computer usage and the use of normal officeequtpment.

IVI INIMUM QUAIIFICATIONS:
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' High school diploma or GED, fusociates Degree in office practices or closely related field
' 3+ years experience in a similar position; or; any combination of academic education,

professional training or work ercperience which demonstrates the ability to perform the duties of
this position

SPECIAL CONDITIONS:

1. will be subject to,and must compry with the Fort Berknap community councit substance Abuse
Prevention, Drug and Arcohor testing porrcy, prior to and during emptoyment

2' Must never have been convicted a Felony; or a misdemeanor within one (1) year of applying for
position.

Requires that all individuals appointed to a
position must present proof of employment eligibility. successfulapplicantswillbe asked to
produce documentation.
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