PAWNEE NATION OF OKLAHOMA

Job Title Administrative Assistant
Department Diabetes Program

Division Health and Community Services
Supervisor Diabetes Coordinator

Under direct supervision of the Diabetes Coordinator, provides clerical and
Position Overview | @dministrative services to support in the implementation of goals and objectives of
the Diabetes program.

1. Assists the Diabetes Coordinator in developing and implementing Diabetes
healthcare and education activities;

2. Processes all paperwork related to program support, such as Purchase
Requisitions, Invoices for Payment, Travel Documents, etc;

3. Responsible for financial (cuff) recordkeeping and budget tracking, including
the monthly reconciliation of cuff records with accounting reports;

4. Responsible for composing and processing out-going correspondence, including
letters, memos, reports, etc;

5. Responsible for ordering and tracking inventory of programmatic and diabetes
Essential Functions supplies and related materials;

6. Assists clients by providing resources, information, and educational materials
related to Diabetes;

7. Responsible for purchasing and delivering grocery items and educational
materials to weekly Diabetic breakfasts held in conjunction with the Diabetes
Clinic at the Pawnee Indian Health Center;

8. Maintains accurate client files, program files, and other necessary documents;
9. Contributes to a team effort and accomplishes related results as required;

10. Performs other duties, as assigned and within the scope of the position.

Educational Minimum: High school diploma or GED.
Requirements Preferred: Associates Degree in Health Education or related field of study;

Minimum: Two (2) years clerical experience.

Experience Preferred: Two (2) years of work experience in a health-related profession;
Requirements Two (2) years of work experience in nutritional counseling and/or
Diabetes education.
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Knowledge, Skills,
& Abilities

Computer:
1. Proficiency in Microsoft applications, including Word, Excel, Outlook, Power

Point, Internet Explorer, etc.

Communication:

1. Ability to establish and maintain professional relationships with co-workers
and outside agencies at all levels;

2. Ability to foster team effort and cooperation from employees and health
providers in a professional manner;

3. Ability to create and present effective speeches and presentations;

4. Skilled in the use of business communications (proper spelling/grammar);

5. Skilled in the use of business arithmetic (accounting, etc).

Miscellaneous:

1. Ability to interpret and follow applicable federal, state, tribal, and local laws,

regulations and requirements;

Ability to effectively conduct research, analyze information, and interpret data

Ability to work under tight time constraints;

Ability to meet deadlines, adapt to changing priorities, and work well under

pressure;

Must demonstrate strong organizational skills, with the ability to prioritize;

Ability to analyze situations and adopt appropriate courses of action;

Ability to be persuasive and tactful in controversial situations;

Ability to maintain confidentiality;

Must work independently;

0. Must possess a valid Oklahoma Driver’s license and be insurable by the
Pawnee Nation’s insurance carrier.
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Physical Demands

While performing the duties of this job, the employee regularly is required to sit; use
hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The
employee frequently is required to stand; and walk. The employee is occasionally is
required to stoop, kneel, crouch, or crawl. The employee must occasionally lift
and/or move up to 25 pounds.

Work Environment

Work is generally performed in an office setting with a moderate noise level.
Evening and/or weekend work is often required. Occasions may arise requiring work
outdoors where exposure to natural weather conditions may occur. There is regular
interaction with the public, other agencies, and employees. Tight time constraints
and multiple demands from several and multiple demands from several people are
common. Travel may be required for training, meetings, conferences, presentations,
and other events.
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