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MAY 22, 2013

DEPARTMENT:

RESPONSIBLE TO:

POSITION:

ANNUAL SALARY:

CLOSING DATE:

INTRODUCTION:

COLORADO RIVER INDIAN TRIBES

Human Resources
26600 MOHAVE RD.

PARKER, ARIZONA 85344

PH (928) 669-1320 • FAX (928) 669-5263

VACANCY ANNOUNCEMENT

EXECUTIVE OFFICES

CHAIRMAN

ASSISTANT TO THE CHAIRMAN

(FOUR YEAR APPOINTMENT)

UP TO $55,000

OPEN UNTIL FILLED

#73-13

To provide day-to-day services to Colorado River Indian Tribes tribal members
and greater public through optimum management, planning and organization;
ultimately enhances and advances all affairs of the Office of the Chairman.

DUTIES and RESPONSIBILITIES: (The following are illustrations of the typical duties
and responsibilities of the incumbent and are not to be constructed as all inclusive.)

The incumbent will provide updates in the field of tribal affairs; tribal council actions; legislative
issues and enactments on the local, State and National levels to the Tribal Chairman.

Works in collaboration with the Executive Secretary in carrying out policies, delegations and
directives in the best interest of the Office of the Chairman.

Reviews and reports to the Chairman on proposed actions to ascertain constitutional, legislative
and regulatory requirements that are pragmatic.

Assists Chairman in realizing all benefits and rights of the members of the Colorado River Indian
Tribes are adhered to in all tribal affairs.

Responsible for overall organized efficiency of the Tribal chairman's office by securing and
maintaining, references materials, ordinances, codes; including financial, primary and secondary
documents for file.

Perform activities such as organize correspondence, assist in drafting correspondence, setting up
telephonic appointments and maintain email contacts. Under the supervision of the Chairman may
respond to various individuals and entities concerning tribal affairs.

<M$i »-^>L ^F''
<#>% 1W *-vp






