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MAKAH TRIBE 
POSITION DESCRIPTION 

 
Job Title: Administrative Assistant 

EXEMPT:  No      Job Code: 4-TS T-4 
TARGET SALARY: $15.74 to $16.43/DOQ  SHIFT: M-F 8 to 5 
DEPARTMENT: STIHC     LOCATION: Clinic 
REPORTS TO: Health Director 

 
SUMMARY:  Performs a wide range of administrative assistance to the Health 
Director to facilitate the efficient operation of Sophie Trettevick Indian Health 
Center. 
 
ESSSENTIAL DUTIES AND RESPONSIBLITIES include the following.  
Other duties may be assigned. 
 
Serves as the receptionist receiving calls and gives information to callers; screens 
and routes calls to appropriate destination; greets visitors, staff and others in a 
professional courteous manner; ascertains nature of business and directs visitors 
or callers to appropriate person.  
 
Provides confidential secretarial services.  Performs a full range of secretarial 
duties including typing on existing PC word processing program, letters, 
memorandums, statistical information, extensive reports, and other material 
from oral direction, rough draft, handwritten copy, or notes. 
 
Receives, sorts and distributes incoming and outgoing mail for the Health 
Director and delivers documents and packages to other Tribal Departments, as 
needed. 
 
Operates office equipment such as scanners, printers, copy machine, facsimile 
machine and assigned software systems. 
 
Prepares and distributes written materials for STIHC announcements on events, 
meetings and operating hours in designated posting locations and on our social 
media outlets. 
 
Updates the STIHC Facebook, webpage and other modes of social media. 
 
Provides STIHC with timely and updated employee email and phone lists. 
 
Maintains communication between departments, agencies, and consultants as 
required to conduct assigned projects. 
 
Assists with coordination of STIHC Staff and/or Community Events. 
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Assists with maintenance of established filing system to include projects and 
committee meetings in accordance with established procedures. 
 
Attend all Health Board meetings as directed by the Health Director to record 
and transcribe minutes and distribute as directed 
 
Prepares training requests, travel vouchers and travel close outs for all employees 
and locum providers in accordance to approved policy and maintains internal 
logs, as well as completed register of all training and travel costs.  
   
Maintains appointment schedule and calendar; makes travel arrangement for the 
Director and follows through with the appropriate reports. 
 
Assesses the need for office supplies and acquires those materials. Responsible 
for picking up office supplies from centralized purchasing. 
 
QUALIFICATIONS REQUIREMENTS: 
 
EDUCATION AND/OR EXPERIENCE: 
High school diploma or general education degree (GED). 
 
Minimum of one year clerical/administrative experience. 
 
LANGUAGE SKILLS: 
Ability to read and interpret documents such as safety rules operating and 
maintenance instructions, and procedures manual.  Ability to write routine 
reports and correspondence.  Ability to speak effective before groups of 
community members, or employees of the organization. 
 
MATHEMATICAL SKILLS: 
Ability to calculate figures and amounts such as discounts, interest, commissions, 
proportions, and percentages. 
 
REASONING ABILITY: 
Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists.  Ability to interpret a variety 
of instructions furnished in written, oral, diagram, or schedule form. 
 
CERTIFICATES, LICENES, REGISTRATIONS 
Must have a valid Washington State Drivers license and insurable.  May be 
required to drive a Tribal GSA vehicle to perform job duties.  If so, a driving 
history/background check will be conducted on the applicant. 
 
OTHER SKILLS AND ABILITIES 
Knowledge of correct English usage, grammar, spelling, punctuation, and 
business letter and report writing and a variety of letter and report formats in 
order to prepare correspondence and reports. 
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Knowledge of modern office methods, procedures, and equipment. 
 
Knowledge of principles and procedures, receptionist and telephone techniques 
and filing system. 
 
Skill in following oral and written directions; establishing and maintaining 
working relationships with other employees, public and private officials, and the 
general public; rules and office policies and procedures. 
 
Must have excellent typing skills and computer skills.  Emphasis will be on 
accuracy and attention to details.  Ability to use a PC in order to perform various 
word processing, spreadsheet, and desktop publishing functions. 
 
Knowledge of standard office procedures necessary to provide for the smooth and 
efficient operation of the program by maintaining appointment calendars and 
schedules, tickler files, setting up meetings and conferences, etc.  This person 
should have the ability to function effectively under pressure of time and/or 
demands of several tasks at once by effectively planning, organizing, and 
prioritizing work. 
 
Knowledge of Tribal procedures and ability to perform work and accomplish 
tasks in accordance with established policies and procedures, practices, and 
priorities, of the office and Tribal organization.  This includes the ability to plan 
and organize work using one’s own initiative and to seek information and 
assistance from other sources as necessary. 
 
Must be familiar with the cultural norms of the Makah Community. 
 
Ability to maintain confidentiality of records and information pertinent to the 
nature of work. 
 
Must submit to and clear a pre-employment alcohol and drug test and random 
testing, in accordance with the Drug and Alcohol-Free Workplace Act of 2002. 
 
SPECIAL REQUIREMENTS 
 Immunization Requirements:  Must be fully immunized against 
 measles and  rubella, or provide documentation/proof of immunity prior 
 to employment. Employees may be required to provide proof of other 
 immunizations as recommended for healthcare workers by the Centers for 
 Disease Control and Prevention, or of immunity to these diseases.  
 All employees shall have tuberculosis testing upon employment and 
 annually thereafter, or have a follow-up plan approved by employee health 
 if there is a positive test.  If employee is known to have a positive TB test 
 prior to entrance on duty, no TB testing will be carried out; instead the 
 employee shall see a physician to establish an individualized program to 
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 assure the absence of active TB in the employee, shall complete an annual 
 symptom questionnaire, and must report any relevant symptoms romptly.  
  
 Special Consideration:  Exceptions may be made if you are allergic to 
 any component of a required vaccine, have documented history of a severe 
 reaction to a vaccine, or have another medical reason why you cannot 
 receive a certain vaccine. However, you are required to provide 
 documentation/proof of allergy or medical condition that prevents use of 
 that vaccine, in order to be considered for employment.  
 
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. 
 
The work is mostly sedentary although there is some walking, standing, bending, 
carrying light items such as paper and books. 
 
 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those 
and 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. 

 
Most of the work is performed in an office setting.  Some work may be performed 
in storeroom or warehouse.  Incumbent must have a valid state driver’s license to 
travel for tribal business. 
 
 
ACKNOWLEDGEMENT 
This position description is intended to provide an overview of the requirements 
of the position.  It is not necessarily inclusive and the position may require other 
essential and/or non-essential functions, tasks, duties, or responsibilities not 
listed herein.  Management reserves the sole right to add, modify, or exclude any 
essential or non-essential requirement at any time with or without notice.  
Nothing in this position description, or by the completion of any requirement of 
the job by the employee, is intended to create a contract of employment of any 
type. 
 
 
APPLICATION PROCESS: 
Submit a Tribal Application for this position with supporting documentation to: 
 
  Makah Tribal Council   OPEN: January 24, 2024 
   Human Resources  CLOSE: February 12, 2024 
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  P.O. Box 115, Bldg. 71          
  Neah Bay, WA  98357 
  Fax: (360) 645-3123 
  E-mail: hr@makah.com (PLEASE NOTE NEW EMAIL ADDRESS) 
 

IT IS THE RESPONSIBILITY OF THE APPLICANT TO PROVIDE 
SUFFICIENT INFORMATION TO PROVE QUALIFICATIONS FOR 
TRIBAL POSITIONS. 
 
PLEASE NOTE:  If requirements are not met, i.e., submission of a resume in 
lieu of a Tribal application, or not including required certification, your 
application will not be reviewed and will be disqualified. 
 
The Makah Tribal Council is an Equal Opportunity Employer and actively 
encourages applications from all persons regardless of race, color, religion, sex, 
age, national origin, marital status or ancestry, sexual orientation, gender 
identity, or sensory, mental, physical, or other non-disqualifying disability.  
Indian Preference will be applied to hiring of this position as defined in Title 25, 
U.S. Code, Chapter 14, Subchapter V, Sections 472 and 473. 
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