
job opportunities_____
TITLE: Natural Resources Department Head 
LOCATION: Tribal Complex, Pablo, MT 
SALARY: Negotiable - Contract position 
DUTIES: Sets priorities and operational procedures for the 

Department as a whole. Plans and organizes work activities to 
efficiently accomplish priorities and meet deadlines. Coordi
nates technical staff efforts in order to efficiently utilize its time. 
Reviews and coordinates program budgets and prepares 
administrative budget. Maintains reporting requirements of the 
various sub-elements of the department. Calls and chairs staff 
meetings. Reviews and authorizes public dissemination of 
information. Sets up and monitors a department bookkeeping 
system. Mediates conflicts between two or more department 
programs. Represents the department before the Tribal Council, 
or in public or regulatory hearings. Participates in negotiations 
with developers. Represents the department in public relations. 
Performs other duties as required or assigned.

QUALIFICATIONS: A bachelor's degree in business ad
ministration, earth sciences, communications, or other relevant 
area is REQUIRED. At least three years of increasingly 
responsible administrative or supervisory work in a field 
appropriate to the position and at least five years of general work 
experience. Working knowledge of basic management func
tions as well as of natural resources investigations and 
management. Working knowledg 3 of applicable state and 
federal regulations. Working knowledge of Indian law, natural 
resources law, and business law. High degree of skill in written 
communication. Good skill in public speaking and public 
relations. Ability to establish and maintain effective working 
relationships with employees, other agencies, and the public. 
Ability to follow written and verbal instructions, and to 
communicate effectively verbally and in writing. Ability to 
recognize conflicts and to mediate through discussion and 
compromise. Ability to summarize information and to draw 
generalizations from it. Ability to read and understand complex 
material such as regulatory policies, etc. Ability to translate 
information into language appropriate to laymen. Ability to apply 
complex written material such as guidelines, regulations, and 
policies to a variety of situations. Ability to perceive needs and 
plan a course of action to fill those needs. Ability to analyze 
situations and people in order to forestall potential problems or 
to solve existing ones. Ability to plan, organize, and direct a wiae 
variety of activities. Ability to present proposed projects and 
plans to a governing body in an effective manner.

SUBMIT: Recent Tribal application, resume, certified copies 
of academic transcripts, and copies of relevant training 
certificates to the Personnel Office, Box 278, Pablo, MT 59855 
(406/675-2700, ext. 343).

CLOSING DATE: February 17, 1987, 4:30 p.m.
FOR MORE INFORMATION: Contact Joe Dupuis, Executive 

Secretary, at (406) 675-2700, ext. 452.

TITLE: Tribal Resources Planning Coordinator
LOCATION: Tribal Complex, Pablo, MT
SALARY: Pay Level I
DUTIES: Head various interdisciplinary planning teams to 

produce a comprehensive Tribal land-use plan which includes, 
but is not limited to, a land-acquisition plan. Edits various 
planning documents developed by the interdisciplinary teams. 
Coordinates the review and revision, if necessary, of existing 
plans. Coordinates planning effort with Tribal Legal Department 
and other offices involved in the Tribal water rights effort. 
Presents draft and final plans at various public forums including 
Tribal Council meetings. As needed, coordinates planning 
activities by other Tribal programs or by consultants. Performs 
other duties as required or assigned.

QUALIFICATIONS: A bachelor’s degree in regional or 
environmental planning, or natural resources management 
and/or inventory and two to four years of increasingly re
sponsible experience in natural resource planning, manage
ment, inventory or regulation, or equivalent training beyond a 
bachelor’s degree in one of these areas. Working knowledge of 
the principles and practices of land and resource planning. 
Working knowledge of environmental and planning law. Basic 
knowledge of Indian law and Tribal government. Ability to plan, 
organize and direct a variety of activities. Ability to establish and 
maintain effective working relationships with other employees, 
other agencies and the public. Ability to read, understand and 
apply written materials such as court cases, contracts, reg
ulatory policies, etc. Ability to write with clarity. Ability to work 
effectively in public forums. Ability to manage consultant 
contracts.

SUBMIT: Tribal application, transcripts, resume’ and 300-400

wordtechnical writing sample totheTribal Person net Office, Box 
278, Pablo, MT 59855 (406/675-2700, ext. 343).

CLOSING DATE: February 6, 1987 at 4:30 p.m.
FOR MORE INFO: Contact Peg Trochlell, Natural Resources 

Department, Box 278, Pablo, MT 59855 (406/675-2700, ext. 
371).

TITLE: Accounting Technician
LOCATION: Flathead Post & Pole Yard, Dixon, MT
SALARY: Negotiable, DOE
DUTIES: 1. Overall maintenance of computerized double 

entry accounting system and related subsidiary ledgers.
2. Oversight of all accounting-related functions.
3. Produce financial statements regularly or as required by 

management.
4. Control of purchasing and accounts payable.
5. Maintenance of an adequate internal control system.
6. Development of appropriate management reports and 

related software applications.
7. Maintenance and continued development of an effective 

inventory cost system.
8. Act as liaison between the enterprise and independent 

auditor in the conduct of audits.
9. Perform other duties as assigned.
QUALIFICATIONS: 1. Thorough understanding of accounting 

principles. (Acceptable comp, of principles or equiv. exper.)
2. Experience on micro-computers and applicable S/W  

packages, (lotus 1.2.3; Wordstar; some data base prog; and 
accounting software.)

3. Adequate 10-key and typing skills.
4. Experience in double-entry bookkeeping (min. 1 year).
5. Ability to produce the required information in a timely 

manner with little or no supervision.
6. Possess the knowledge and confidence to propose to 

management changes that will improve aspects of the 
administration of the enterprise.

7. Ability to work well with others.
8. Ability to work well under pressure.
9. Above-average ability to organize.
FOR FURTHER INFORMATION: Contact Aaron Jones, Post & 

Pole Manager, at 246-3591.
SUBMIT: Tribal application and/or resume to the Flathead 

Post & Pole Yard, Dixon, MT 59831.
TITLE: Maintenance Secretary/Receptionist 
LOCATION: Salish Kootenai Housing Authority, Pablo, MT 
SALARY: The position is classified as Clerical, Pay Level B 
DUTIES: Answer telephone, route calls to appropriate staff; 

operate two-way radio to give and receive messages. Greet 
individuals who come to the Maintenance Office building and 
assist them as needed. Maintain files for Housing Authority 
Maintenance program. Distribute and receive applications for 
Weatherization, Home Improvement, and Low-Income Energy 
Assistance programs. Type correspondence; record work the 
orders for Housing Authority Maintenance using an IBM System 
23 computer. Take work orders for Salish & Kootenai 
Operations. Type work orders on move-outs and post them. 
Receive closed bids, marking them with date and time received; 
open bids with Maintenance Coordinator or designated staff; 
post outcome of bids received. Prepare contracts for successful 
bidder for appropriate signatures. Maintain mailing list of 
potential contractors. Perform general secretarial duties for 
Community Housing Services Coordinator, Low-Income Energy 
Assistance Coordinator, and Salish & Kootenai Operations 
Coordinator. Keep inventory records and update inventory in a 
timely manner. Keep records on expenditures of the Housing 
Authority Maintenance program.

QUALIFICATIONS: High school diploma or equivalent. 
College courses in general office practices and computer 
training. Two years of secretarial experience with increasing 
responsibilities. Full working knowledge of general office 
practices and procedures. Knowledge of IBM computer 
operations. Knowledge of the Tribal administration and Tribal 
programs. Knowledge of eligibility requirements for various 
programs. Basic knowledge of bookkeeping principles. Skill in 
operation of a typewriter, ten-key calculator, word processor, 
computer, and two-way radio. Ability to communicate in 
writinq and verbally. Ability to deal with the public. Ability to 
complete tasks with little or no supervision.

SUBMIT: Recent Tribal application, copies of transcripts and 
training certificates, and results of a recent typing test to the 
Personnel Office, Box 278, Pablo, MT 59855 (406/675-2700  
ext. 343). CLOSING DATE: FEBRUARY 6, 1987, 4:30 p.m.

FOR MORE INFORMATION: Contact Ron Trahan, Main
tenance Coordinator, at (406) 675-4491.
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