Tribal Court Clerk

Reports to:
Tribal Administrator

Classification:
Regular Full-Time, Non-Exempt
Job Summary:

The Tribal Court Clerk (TCC) is responsible for maintaining the Tribal Court’s records for use by the court, tribal judges, and parties appearing in court.  This individual provides all aspects of administration for the Native Village of Afognak Tribal Court.
Reporting Relationship:

Reports to:
Tribal Administrator

Supervises:
None
Responsibilities:

1. Assist in establishment of NVA’s Tribal Court.

2. Maintain electronic and hard copies of court documents.
3. Develop Tribal Court Codes.
4. Process all court filings and handle all incoming and outgoing mail for the Tribal Court.

5. Initiate all court actions.

6. Prepare program invoices and place program purchase orders.

7. Attend Tribal Court training sessions and conferences.

8. Aid in drafting all documents for the Tribal Court.

9. Apply for annual BIA contract renewal and additional funding opportunities.

10. Development and distribution of outreach materials and informational packets.

11. Provide program reports to TA.

12. Maintain strict confidentiality in all matters.
13. Perform other duties as assigned.
14. The incumbent shall work well under pressure, meeting multiple and sometimes competing deadlines.  The incumbent shall always demonstrate cooperative behavior with colleagues, supervisors, court parties, and NVA members. 

Minimum Requirements:

1. Experience in program management preferred.
2. Must be familiar with basic case file management.
3. Must possess a strong working knowledge of MS Office programs and type a minimum of 50 wpm.
4. Must possess the ability to work well with others, be sensitive to community cultural values, and have strong oral and written communication skills.
5. Must be willing to travel for trainings and conferences.

6. Must maintain a neat appearance while working for the program.

7. Preference given to qualified NVA Tribal Member or descendant.

NVA IS AN EQUAL OPPORTUNITY EMPLOYER.  PREFERENCE IS EXTENDED TO QUALIFIED AMERICAN INDIAN/ALASKA NATIVE INDIVIDUALS FOR APPOINTEMENTS TO ALL POSITIONS ON THE STAFF (PUBLIC LAW 93-638 INDIAN SELF-DETERMINATION AND EDUCATION ASSISTANCE ACT, INDIAN PREFERENCE ACT, AND THE CIVIL RIGHTS ACT, 1968)
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