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COLORADO RIVER INDIAN TRIBES
Human Resources

26600 MOHAVE RD.

PARKER. ARIZONA 85344

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

VACANCY ANNOUNCEMENT

APRIL 10, 2013

DEPARTMENT:

POSITION:

SALARY:

CLOSING DATE:

DUTIES/FUNCTIONS:

LAW & ORDER

SECRETARY-RECEPTIONIST

$10.86 PER HOUR

OPEN UNTIL FILLED

#43-13

The incumbent is under the direction of the Juvenile Corrections Administrator
with the primary duty as a receptionist to great and direct visitors and officials to
the appropriate venues as requested, including administrative office duties,
maintaining cuff accounts of expenditures, budget and cost data information and
ensures that all information is properly recorded and in accordance with Tribal
and Federal procurement and financial regulations, in accordance with the P.L.
93-638 Contract for Juvenile Corrections Services. The incumbent assists in the
preparation of program registration materials and performs registration materials
and performs registration duties for all program activities as required. Performs
other related duties as assigned.

BASIS OF RATING:

All applicants for this position will be rated and ranked based upon the extent and quality
of their experience, training and/or education as reflected on the application. Applicants
will be further evaluated according to the degree to which they possess or have the
potential to acquire knowledge, skills, abilities, and personal characteristics as listed below.
The Judgment of qualifications will be based on the material submitted, therefore, it is to
the applicant's advantage to given complete and thorough responses in a neat and
organized format (resume). Tribal, Indian, and veteran's preference eligibility will be
determined on the basis of information submitted,

KNOWLEDGE, SKILLS AND ABILITIES:

A supplemental questionnaire is required and shall be written on a plain paper or
addressed within the body of your application or resume describing your
qualifications, experience, and/or education related to the following knowledge,
skills, and abilities in the following order:






