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F'ORT BE,[-KNAP [ND[A"NI R.trSERVAT'{CIN

TET{.E: Lodge Fole Wellness-Secretary

FIE,PART'n'gEhlT: Triba-l Health

ST.ATUS: Fermanent/Fuli-Time

WAGE: DOE/FFIhI Salar,v Schedule

PRCIGRAM: Publie Liea-lth Nu-rsing

H-0C,{T'I0N : Resen'ati on-wide

SUPTRVHSHC}i RECE{VED:
incumbent receir.es sLrperi'isicn irom the Pu.biie Health Nurse N4anage-r ia,i'th cvcrail sr-iperiiislon

b1, the Tribal Health Direcior:.

GENtrR,{N- DE,SCRIPT'EGN OF' D {jTNE,S :

. In addirion io coordinating ancl scheduling dr-rties for different clinics" acts as the

receptionist and clerk for the Fublic Health Nursing Depariment" perfonning routine

typing. filing and daLa entr 
"v 

.

* Maintains strict patient/workplace confidentialit-v'

N,{A"YOR D{,,TtrE,S:

Ty.pesaVariet"v-clnarratiVe andlabu.larmatertal(EG.staffsti;dies"corresponcience"reports'

directi'es" techriical papers. manuals. charts. statisticai tables) having one or more of the

fo I lovir ng characteristics :

. Will use a wide variety af scientific. iechnical or specialized tetms reqLriring accLtrac\ in

spelling and sYllabifi cation.

. Will r-rtilize non-specralized terminologv in documents requiring the use of a variety'of

formats.

o \&'ill use statistical or other tabr-rlar material requiring independent determinaticns

regarding forni and arrangement when numerolls headings and subheadings are present'

, Selection. reanangement or consolidation of data from a number of source documents

based upon insrruction. This person will type con'espondence from ror'rgh draft to final

copy.

r Receive visitors and telephone calls and refers them to the appropriate person of

information requested by destination and records name, time of cal1" nature of business

and person cailed uPon.

r Controls. routes and distributes mail to several units or individuals in accordance with

established Procedures.
. Maintains and classifies a variety of files involving manv subjects and headings'

r Will compose routine con-espondence from brief notes, oral instn-rctions or standard

procedures.
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r Ha.,e tne a0iiii,\. ic aplii comn-ion seilse. rjn,lrrsiandiflg',o CaiTr lr-1i inslillcllorr fr-irnishec

in vrriilen" oral or diagram lorm

. iiave tlte abiiity io i.leai i+itii pirbieiLis iiiuul,,iiig se oeiai au-,llcleie uariabie s iii

stanciard i zed s i tr-rations.

e Fiil or-lt identification of patlent care ccrnpcnent (PCC) fcrms cn a Cai15'basis.

respcnsibie for comprling live (5) difleren't schooi enroilmeni rosters.

c inpln iara frorn PCC iorrns rntc ihe Rescurce and Managemeni S3;stem (F'Pi'lS)

^^^,,.-^+^1', ^- - ;^;l' i-4a'ciiULiji aitr! v \)!1 a uo-!li u4JlJ.

r !-{sr-;s the abiliti,to add, sribtraet= multipl;v and di'.,ide in all units of measure. ''-ising w:l-rcle

nuir:bers, common lractions and decimals.

c Have the abilit,i' tc cornpu-te raie- ralio and peiceiii vr\..tt3 dra'* erd inteiprft bar graphs

. Vv,iil be ccmpuirng prrrchase ordcr arrdior lrave't e iaims" iravel requests and dealing with

private r,,endors a-s rve ll as oiher tnter-a.gencv orcglams and,'or departments.

c Must ha.ie the ability to asslst eiients flll oLit appircations such as Medicaid.

r Be able to work with the general public. private vendors. patients" co-workers and inter-

aaenc) progranl entployees.

. Keep oifice suppiieci with painphiets anci office sLrppiies

* Pei'icimS oinei' dulirs 'ds ii?ilrna'aic assigr-rcC b\ :..ioi-i'i isoi

EFE.;C STEOF+ .q,\iD ET' FE Rt EqJCE :

. High Schooi diploma or GED

" Easic computer kno,r;lecige

. Gene;"al cffice managrinini s,kjiis

SPEC{A{- CCIr-iDfT{0NS.
r llr-is[ ne\iei have been convicted cia- felon-v-.

o h4ust compll' rvith the FBCC Subsience Abuse Polic;.

r Must possess a'traiid State of Montana driver"s lrcense

. IndianrVeteran Prelerence Policy' applies.

*trmmignamt R.efonm anld ConfroI Act nequines ttaat a[[ imdlvrduafls appoirated to a posltiont

rmust presemt pn"oof of enmploynmemt etflgrhifiity" Sunce essfuI applicanats wil[ he as]<ed to

pn"od uee d ocurmeretatiom.
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