SHOALWATER BAY INDIAN TRIBE
JOB DESCRIPTION
Job Title:
Department:
Reports To:
FLSA Status:
Prepared By:
Prepared Date:
Approved By:

Purchasing Agent
Accounting
Tribal Administrator
Non-exempt
Human Resources
Tribal Administrator
Approved Date:

SUMMARY: Makes purchases, acquires goods and products that Directors request be
ordered or purchased. Keeps inventory of Administrative Office supplies. Verifies and
keeps records of incoming purchases, outgoing returns and prepares items for shipment.
Provides administrative support to administrative personnel, including special projects,
office work flow; ie fill in Receptionist. May perform duties of a sensitive and
confidential nature.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other
duties may be assigned.
 Completes purchase orders, by ordering, tracking and distributing orders.
 Tracks office supplies and re-orders supplies when needed.
 Covers front desk Receptionist duties when Receptionist is out by answering
telephone, screen callers, relays messages, and greets visitors.
 Operates office equipment such as photocopier, fax machine, and calculator;
coordinates the servicing of equipment.
 Help to develop and implement receiving systems
SUPERVISORY REQUIREMENTS: This position has no supervisory
responsibilities.
COMPETENCIES:
To perform the job successfully, an individual should demonstrate the following
competencies:
Interpersonal Skills - Maintains confidentiality; Listens to others without interrupting;
Keeps emotions under control; Remains open to others' ideas and tries new things.
Professionalism - Approaches others in a tactful manner; Reacts well under pressure;
Treats others with respect and consideration regardless of their status or position; Accepts
responsibility for own actions; Follows through on commitments.
Dependability - Follows instructions, responds to management direction; Takes
responsibility for own actions; Keeps commitments; Commits to long hours of work

when necessary to reach goals; Completes tasks on time or notifies appropriate person
with an alternate plan.
Initiative - Volunteers readily; Undertakes self-development activities; Seeks increased
responsibilities; Takes independent actions and calculated risks; Looks for and takes
advantage of opportunities; Asks for and offers help when needed.
Attendance/Punctuality – Is consistently at work and on time; ensures work
responsibilities are covered when absent.
Safety and Security - Observes safety and security procedures; reports potentially unsafe
conditions; uses equipment and materials properly.

QUALIFICATIONS: To perform this job successfully, an individual must be able to
perform each essential duty satisfactorily. The requirements listed are representative of
the knowledge, skill and/or ability required. Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions.
EDUCATION and/or EXPERIENCE: High school diploma or general education
degree (GED); or one to three months related experience and/or training; or equivalent
combination of education and experience.
LANGUAGE SKILLS: Ability to read and comprehend instructions, short
correspondence, and memos. Ability to write simple correspondence. Ability to
effectively present information in one-on-one and small group situations to customers,
clients, and other employees of the organization.
MATHEMATICAL SKILLS: Basic mathematical skills; addition, subtraction,
multiplication, division, decimals and fractions.
REASONING ABILITY: Ability to apply common sense understanding to carry out
detailed written or oral instructions. Ability to deal with problems involving a few
concrete variables in standardized situations.
PHYSICAL DEMANDS: The physical demands described here are representative of
those that must be met by an employee to successfully perform the essential functions of
this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.
While performing the duties of this job, the employee is frequently required to stand.
The employee must occasionally life and/or move up to 10 pounds.
WORK ENVIRONMENT: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions

of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.
Common office environment.
AT-WILL EMPLOYMENT: This job description in no way states or implies that these
are the only duties to be performed by the employee(s) incumbent in this position.
Employee(s) will be required to follow any other job related instructions and to perform
any other job related duties requested by any person authorized to give instructions or
assignments.
The employment relationship with Shoalwater Bay Indian Tribe is voluntary; there is no
specified length of employment. Accordingly, either the Shoalwater Bay Indian Tribe or
the employee may terminate the employment relationship at will, with or without cause,
at any time, so long as there is no violation of applicable federal or state law.
This document does not create an employment contract, implied or otherwise.

