
7/,,

iSALo :‘: :

umin esc.urs
- 260 cO-L-ERL

I PARi’ER, At?JLUNA 85344
(C}9Q it2(’1 e Fnv (Q2’t Q-F2

Edred Enas. Chairman

AIGUS7 22, 2012 VACANCY ANNOUNCEMENT #88-12

DEPARTMENT: Chlldrens Residentak Center -

vOSIiION: Secretar’,Jvecec.tionisr

i(hOO -13.00 taer hour
°uir—tinie w!beneits

SU10VfSE} 3Y: CPC Dhector

CLOSING UATE: Septener 12. 2(t12

General Duties:
Performs secretariai and minor administrative dudes for Director ann Administrat:.e Staff as v:et as specihc tasks or CRC
residents The Secretarv.1Receptionst Dosition s locatno in the Children’s residental cC-/er facDtv and primarily performs
day to day general clerical assistance. answering of the chafes, fax and receiving all mml Due to the confidential nature of
the CRC s Program. th.e Secretary.’Receprionisl cv; be re: ccr.ctN 5or screening all •vsitors and transportation schedules.

DUflES/RESPONSBUTES:
— Performs secretarial duties. including typng. correspondence and reports Receives ann screens calls and

correspondence directed to Admrnistrative staff
• Manages the CRC calendars and arranges tentative schedule s while coordinating ‘a/h the Administrative Assistant.

Ensures a safe and 1herapeutc environment is maintained by developing and communicating orocedures
rns/CntS, family members placement agencies vistcrv and staff:

— Antovc.rrs and screens telephone calls and relays messages. Responds to routine te ephone nquiries. Forwards calls :o
appropriate party
Prepains special and recurring departmental teports by ga’hercc data from arous sou”ces, comp’ nq and ;vpnc.1 data
Ensures the ordering and documentation of a:n-rv’r’scrittion and prescription medication lec1uir-q IV med cations) as

prescribed by licensed medical professionals.
Receives date stamps and distributes ncoming mail faxes and purchase reqursfions ;o appropnate staff

— May provide on-going observation 01 all co’vs:pe behavior immediately repQfflo cry potentially dangeEcus siuaticnr.
to the surwrvsor ‘r
Pr’N•het caN-. tinvely trarsflortvtrn N- cnr50mes to a’o ‘ cnatv assigned
Parti ‘inN-O n the agency . orienratren vn.lvincv. Nc/tv ha-nv. ‘H slN-t r;ann. h.’:

— ComOtes wiry tPe agencyn on-goino staff tram/p N-runs reocirement:
Parlir -tes ri the agency S cuua:tv mnrovenient System
Eva!jtes orograrv: ser’ine0 funrun-: acu encourages J,OHS’yi’ni., to r:aflc’uate . ‘-‘ ‘ -

an. •/“u: -Cl:mn v

reyrrntcfHi ,.1lt:/3 ccv and ‘v/er vN-m•’ea dentfe-i iv ml’ .‘:. iy5epiov’

Develyos nod maintains v’orki’c relatonshigs N- ‘-:‘] :‘ “IC” iflr/tid fl: ‘,‘.“‘“ er’v:e,

nlenvbers cm armors mhu:ahes dv’ aN-s et: ant
PEPPPt0 OTHER RELATED DUTIES AND 05s//r lEn!-r /‘: R’EQtJIPEfl

KNOWLEDGE & SKILLS:
- Must he proficient mn the use ot Microsoft N-foe software
- Safety precautions used iS tmnsportation and mnr v yr v.are
- Be able to fy06 30-50 wpm take accurate notes at meetngs

Estahishng and mamntarr’mno effective ‘ .ng relatmons/pr- w;t0 ,,.nrm2 --N niacemenh :;‘:.nr . a ‘a Hors

and oommunmty organizations



IJ[LE&t CUALiEiCATiCiS
Must be at least 18 years of age.
Must have a High school diploma or GED and one (1) year experience working in an office or other clerical settings.
Must possess a valid Arizona driver’s license and be insurable under the CRIT agency’s automobile policy.
Able to work flexible schedule as needed: weekends, nights, days, evenings, partial shifts, and holidays.
Obtain and keep current CPR and Standard First Aid certificate.
Able to operate common office equipment and have basic computer skills, including word processing.
Ability to effectively communicate in English both in writing and verbally.
Able to positively interact and develop rapport with consumers and their families, professional support staff, and
placement agencies and the various levels of staff from community agencies.
Able to maintain a calm, non-defensive, supportive attitude during crisis or potential crisis situations.
Ability to uphold confidential standards for the protections of consumer’s privacy rights.
Sensitive to at risk Native American children and adolescents

PHYSICAL REQUREMENTS:
Must be fully ambulatory and able to lift consumers (be able to lift a minimum of 50 pounds).
Must be able to climb stairs and assist consumers in moving household items if necessary.
Must be able to assist with light household chores (involving many physical activities, cooking, including
but not limited to kneeling, reaching, stretching, bending, etc., and the use of household cleaners).
Must be able to endure extreme outdoor temperatures and sudden temperature changes.
Must be able to able to demonstrate competency in the following areas: Operate an agency transport vehicle; manual
dexterity to keep documentation records; able to visually and auditory monitor consumers; perform crisis intervention

techniques to prevent behavior harmful to the consumers or others; assess and provide behavior management in crisis
situations and call for assistance if needed; and able to physically perform First Aid/CPR.

CRIMINAL HISTORY:

Employment is subject to fingerprinting for the purpose of conducting a background review of possible
criminal history in accordance with P.L. 101-630, Indian Child Protection and Family Violence Prevention
Act. The Colorado River Indian Tribes/Children’s residential center shall not consider for employment any
candidate who has been convicted of a felony or misdemeanor that relates to or impacts the candidate’s ability
to perform the job duties of this class unless it is determined that mitigating circumstances exist. For purpose
of accessing criminal history information, the candidate will be fingerprinted.

The Children’s residential center will also conduct a background check on the candidate prior to appointment
to a position within this class. The background check may include personal and professional reference checks,
credit history check, Social Security Number verification, professional license/registration verification, military
service information and driving history. Information obtained in the course of this background check will be
considered by the appointing authority in the selection process.

APPLY:

C.R.LT. HUMAN RESOURES DEPARTMENT

26600 MOHAVE ROAD

PARKER, ARIZONA 85344

FOR EMPLOYMENT APPUCATION VIST: HTTP:f/crit-nsn.gov

INDIAN PREFERENCE: Under the Title VII of the Civil Rights Act Sections 701(b) and 703(i) explicitly exempts from

coverage the preference employment of Indian-by-Indian Tribes. Therefore, C.R.I.T. acknowledges and extends

preferential treatment to enrolled C.R.I.T. members who qualify toward all employment opportunities otherwise: C.R.I.T.

does not discriminate against employees or applicants based on race, color, sex, religion or national origin. CRIT OFFERS:

Health and Life Insurance, Pension Plan, Paid Holidays, Sick and Annual Leave, Pre-Employment Drug Screening is

required.


