
Fort BelknaP Indian CommunitY

Positiou RecePtionisUClerk

Departmen& Tribal Court

SupervieionErercised: None

Suponrislon Receivedt Incumbent will work under the direct supervision of the Court

Administator.

Position Dcscription:

This position will provide basic support services for the Clerk of Courts Office, other employees

and office visitors Uy fr*afing torti.ty of asks in order to ensure that all interactions are

poritr" and producti"e. outieJinclude answering phones, serves as initial contact for the Tribal
'CouA 

in-taking petitions and filings, rendering general assistance to the public, and scheduling

assistance"

Esscntial Dutics and Responsibilities:

The list of duties and responsibilities is ithsnative only of the tasks performed by this position

and is not all-inclusive:

r Serve as the initial contact for the Court receives and screens all visitors, and directs

them to appnrpriate saffmembers as needed-

e Renders assistance to the general public in filing petitions, subpoenas, and other

documents neoessary to the function of the court.

o Screcning phone calls and routing callen to the appropriate Party.
. Handling 

"fifi"" 
tasks, such as nting; generating r€ports, checking rnail, handling office

checks, setting up for meetings, and reordering supplies.

r provides roottriy statistics and information reports to the Court "Adminishaton for

submission with annual re,ports. Assists with the completion of reports.

e Maintains time sheets urd lave.
o Real time scheduling support and maintaining rneeting schedule.

o Making travel arrangements.
o Using computers to generate reports, drafting memorandums, transcribe minutes from

meetings.
. Maintain polite and pmfessional communication via phonen email, noail, and in person.

r Attending staffdevelopment and EainingB.
r Assist other clerks and staff as necessary, shall be cross-trained in Civil, Family, and

Criminal Court in the event a p€rson is not available; perform other duties that can be

reasonably expected to promoie the efficiency and efrectiveness of the Fort Belknap

Tribal Court System.
o Shall Provide and maintain strict confidentiality of court proceedings, records, and

documents."

Status:

Supenison

Wagc:

FTA.Ion-ExemPt

Court Administrator

DOE



oOtherjobdutiesasassignedbyCourtAdministator.

Knowledge, Skills, Certifications and Abilities:

o Mgst be proficient in MS Office applicationsand database software'

r Musr have ge,lreral office skills to include tlpins and filing.

o Ability to operate personal *',,puto, inciuOioi lord processing dafabase applications'

op.12iion ofttr internet, and basic intemet reseaxch skills.

r Ability to prioritize required duties and attcntion to details

r Must possess the ability to work well with others and possess a willingness to assist

others.
o Must posssss the ability to- cornmunicate efrectively, both ooly and in writing and

demonstrate-;pr6;inthe rliffr essential to the preparation of court records'

o Ability to remaircalm and respond professionallydruing high-pressured sittutions'

o Must maintain confidentiality in the office and with matteF within the court'

e Must deal with public and staff in a positive and objective- manner and rnaintain the

uhost confidentiality with court documents. Employees. found to be in breach of

confidentiality will be subject to grounds for disciplinary action"

. Must be of good moral character.

Minimum Educadon Requircments

. High School Diploma or equivalent.

. O; year of expirience in the legal environment prefened.

o One year of general office experience or one year certificate in secretarisl related fi€ld'

Employmcnt Requircments

o Mgst be able to pass an adjudicated backgroqnd investigation priorto hire"

I Incumbent will be subjectio and must comply with the Fort BelknaP community council

Substance Abrse Prevlntion, Drug, and Alcohol testing policy-

o Must be nrenty-one (21) years of age at time of hire'

r Mrut never Ua"e-dn rf,rtgrd wi6 a felony; or misdemeanor within ttrce (3) years of

applying position in any jurisdiction.

o Mlst pons€ss a valid Mi drin"r's license, have no DUIs or major traffic offenses within

the past th*" Giytttsi" *ii*ltdiction and b€ insurable by the FBIC Insurance Master

Plan.

Note:

The salary for this position depends on experience but is not negotiable beyond the mocimum

salary budgeted.

The statements herein are intended to describe the general nature and level of work being

performed by errployees and ar€ not to be consbrued as an exhaustive list of responsibilities,



duties, and skills required of personnel so classified.. Furthennore' they do not establish a

contract for employnent and are subject to change at the discretion of tbe employ€r" T:-I:n
Belknap Indian cornmunity reseryes the right to Luirr orchange job duties and responsibilities

as the need arises. nrir p"rition description does not constitute a written or irhplied contsct'

IMMIGRATION REFORM AND CONTROL ACT: Requires $gt all.individuals appoinled

ro a position must p*; fuf of emplolment eligibility. Successfirl applicant will be asked to

produce documentation.

Indian Preference Enployer as Required by Law

Revised: 9B0nA25
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