Job Description

Job Title: Tribal Courts Clerk
Reports To: Tribal Courts Administrator
Location: Anchorage, AK

Pay: TBD

SUMMARY:

The Tribal Court Clerk is responsible for the administration of the Tribal Court for the Native Village of Paimiut as well as
serve as a technical assistance provider for other Tribal Court Clerks with participating courts involved in the Kokechik
Basin Inter-Tribal Consortium on Tribal Justice and Public Safety. The Tribal Court Clerk ensures the Tribal Court follows
the set operational controls to effectively serve Court participants and is the primary contact for tribal members, agencies
and other judiciaries the Tribal Court works with

DUTIES AND RESPONSIBILITIES:

Administer a tracking system for participants and develop systems to ensure the timely and consistent scheduling
of programs and participants as required by the Court.

Maintain records of all cases filed in Tribal Court, assign case file numbers to all cases.

File documents for new and existing Court cases.

File materials according to established procedures.

Provide copies of Court files as ordered by the Tribal Court or requested by external agencies.

Maintain a database of all cases filed with the Tribal Court.

Provide statistical reports to the Attorney General regarding all cases filed and/or pending before the Court.
Ensure security for all files, documents, and materials filed with or in the custody of the Tribal Court, ensuring they
are not removed from the office except upon specific instructions from a Judge of the Tribal Court or Tribal Court
Program Director.

Operate an audio recorder and maintain recordings of Court hearings.

Provide all files to the Tribal Court Judge in preparation for hearings.

Prepare the Courtroom with the necessary materials and/or services needed for litigants.

Prepare and post the daily docket.

Prepare Orders, including setovers and appointments of Attorneys at the direction of the Tribal Court Judge.
Prepare notices of court hearings and certificates of service for all orders sent from the Court.

Finalize and mail Court Orders at the direction of the Tribal Court Judge.

File all paperwork presented to the Court.

Administer Tribal Court information and forms to the public upon request and provide directions when needed.
Responsible for tracking and processing all Tribal Court fees. Set up account receivable cards for defendants
ordered to pay fines that indicate payment fee schedule.

Maintain office supplies and stock.

Prepare check requests and purchase orders.

Prepare correspondence, copies, and faxes as requested.

Maintain Judge’s calendars and prepare daily schedules.

Schedule and confirm hearing dates.

Collaboratively interact with the Tribal Court Administrator, Tribal Court Program Director, Tribal Court Judge, other
members of the Inter-Tribal Court & Public Safety Consortium, and various other official and community groups.
Maintain good relationships with Federal, State and Municipal Court Systems, Law Enforcement Officials, and
other government officials.

Provide updates to the Tribal Administrator and Tribal Court Program Director regarding Tribal Court schedule,
cases, and other important matters in a timely manner and upon request.



Job Description

Job Title: Tribal Courts Clerk
Reports To: Tribal Courts Administrator
Location: Anchorage, AK

Pay: TBD

MINIMUM QUALIFICATIONS AND EXPERIENCE

Demonstrates knowledge of Tribal Court goals and services.

Maintains strict confidentiality as a condition of employment.

Works effectively with staff and the public, even under stress.

Reliable and trustworthy.

Respects Tribal sovereignty, jurisdiction, and legal challenges.

Reads, writes, and comprehends complex judicial records and legal jargon.

Knowledgeable in Federal, State, and Tribal Court procedures.

Preferably have court experience (Tribal, Municipal, State).

Follows the Native Village of Paimiut Judicial Code for judges: at least 21 years old; of good moral character;
proficient in English.

Knowledgeable or willing to learn tribal law, customs, traditions, and undergo training in indigenous and Western
legal procedures.

Familiar with the Native Village of Paimiut Tribal Constitution and Code, Indian Civil Rights Act, Indian Child
Welfare Act, and related ordinances.

Understanding or willingness to learn the functions of Court Clerks and Reporters.

EDUCATION/EXPERIENCE:

Graduation from high school or completion of a General Education Development (GED) certificate AND one year
of office clerical experience

Type at least 40 words per minute

Possession of, or ability to obtain, Notary registration within 30 days of hire

Experience working with tribal governments and other Tribal agencies

Must pass a background check and never have been convicted of a felony

Proficient in Microsoft office suite (outlook, word, excel).

HIRING PREFERENCE

The Native Village of Paimiut adheres to the Indian Self Determination Act (P.L. 93-638) in its hiring practices, including a
preference for qualified Tribal members, Alaska Native, and American Indian applicants.
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