
 

DELAWARE TRIBE OF INDIANS 

JOB DESCRIPTION 

 

Position:      Administrative Assistant to the Chief 

Department:   Administrative Services 

Employment Status:  Political Appointment 

Class:    Full-Time 

Location:   Bartlesville, OK 

Immediate Supervisor:  Chief of the Delaware Tribe of Indians 

Date Prepared:    6/14/2013 

 

GENERAL DESCRIPTION: 

The Administrative Assistant to the Chief is the principal assistant to the Chief of the Delaware Tribe.  

The range of duty varies and is performed through both general and specific delegation by the Chief. 

QUALIFICATIONS: 

Three to five years experience as Administrative Assistant  

Requires a high level of personal integrity and ethics 

Requires a high level of organizational skills 



Requires familiarity with the concepts project of management. 

Requires familiarity with the concepts of budget development and compliance with Tribal budgets 

Requires familiarity with planning concepts  

 Requires ability to use Microsoft Office Suite programs as well as Microsoft Project. 

Requires good interpersonal communication and teamwork skills. 

 Must have own transportation and clean driving record- may be required to drive GSA vehicle or tribal 

vehicle to meeting or training. 

DUTIES AND RESPONSIBILITIES; 

Maintains schedule for the Chief of the Delaware Tribe of Indians 

Prepares all travel arrangements and travel packets for the Chief and the Tribal Council 

Prepares and numbers all Resolutions for the Delaware Tribal Council 

Prepares work packets for the Chief and the Delaware Tribal Council for Tribal Council meeting and work 

shops 

Maintains all Resolutions books for the Chief and the Delaware Tribal Council with the Secretary of the 

Tribal Council 

Plans events, including Tribal Council meetings, for the Chief and Tribal Council 

Receives all phone calls directed for the Chief’s office 

Receives complaints and processes them accordingly  

Maintains Tribal Facebook account 

Updates Government page on employee intranet 

Provide training and support for the Chief and Tribal Council on use of intranet 

Write clear, concise reports, memorandums, directives and letters for Chief and Tribal Council 

Provide oversight to all administrative support staff 

 


