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MINNESOTA INDIAN WOMEN’S RESOURCE CENTER

Employment Opportunity

8/23/10

Nokomis Endaad Receptionist

 

Position Purpose:  The Minnesota Indian Women’s Resource Center is seeking a dedicated individual to join the Nokomis Endaad Native Women’s MI/CD Outpatient Treatment Program. This individual will provide indirect services to American Indian women who are experiencing addiction to alcohol and drugs, mental health needs, sexual trauma/violence and culture-based co-occurring disorders such as historical trauma, loss of spirituality, culture, and grief/loss. Nokomis Endaad Native Women’s MI/CD Outpatient Treatment Program will use a culturally specific treatment approach to provide services to clients. This person should be knowledgeable in one’s own tribal spirituality and culture to bring to the program a decided cultural response and perspectives to their duties in administrative and clinical support services. This person will perform moderately difficult clerical assignments and public contact work requiring independent judgment.  Responsibilities will include acting as a receptionist and secretary, and providing information about the program services and community resources to the public. They will be typing correspondence, reports and other documents, composing routine letters, and assisting clients in completing non-clinical forms. This also includes maintaining adequate inventory of office supplies, sorting and distributing mail, coding materials, filing, entering data into a computer system and accessing reports, and performing related work as assigned by the Treatment Director. This individual must be able to work well with others, including community agencies and tribal entities. This individual’s patience, compassion, and caring attitude must be visible to the public and clients at all times. 

 

QUALIFICATIONS: 

1. Knowledge and understanding of one’s own spirituality and cultural values. 

2. Must be an excellent listener, warm, caring, compassionate, sensitive, honest, trustworthy, reliable, strong and kind.
3. Must be able and willing to work with others to achieve goals for the higher good. 

4. Experience working with American Indian families and women in a human service setting.

5. Clerical and administrative assistant training in human services delivery or related field.

6. Knowledge of Twin Cities human services resources available to address the basic needs of clients.

7. Knowledge of the American Indian community and tribal entities.

8.  Knowledge and understanding of domestic and sexual assault victim treatment and services.

9.  Must have excellent organizational skills and work effectively and efficiently.

10. Must have excellent computer skills, especially with Microsoft Word and Microsoft Outlook.

OTHER QUALIFICATIONS:

1.  Must have no current problems related to alcohol or drugs. A minimum of two years alcohol and drug free.

2. Valid driver’s license with a satisfactory driving record required.  Must have own vehicle and be willing to transport as needed.

3. Must have automobile insurance and provide proof of insurance.

4.  Must be willing to submit to DHS Rule #3, Criminal Background Study.

Demonstrated ability to:

1. Maintain highly confidential and sensitive information.

2. Exemplify professional respectful conduct and handle stressful situations well.

3. Prioritize multiple tasks.

4. Communicate in positive and responsive ways with others consistently.

DUTIES AND RESPONSIBILITIES:

1. Present a culturally responsive demeanor when performing receptionist duties.

2. Set up appointments for Rule 25 assessments with counseling staff. 

3.  Present a culturally responsive demeanor when providing information about the program services to the public.  

4.  Responsible for filing.

5.  Types correspondence, reports and other documents, composing routine letters.

6.  Assists clients in completing non-clinical forms.

7.  Maintains adequate inventory of office supplies, sorting and distributing mail and coding materials.

8.  Enters data into computer system and accessing reports.

9.  Collects and track client statistical data from client and program logs for reporting purposes.

10. Performs other duties as assigned by the Treatment Director.

 

REPORTING AND SUPERVISORY RESPONSIBILITIES: 

The Nokomis Endaad Receptionist reports directly to the Nokomis Endaad Treatment Director and has no supervisory responsibilities.

JOB CLASSIFICATION:      Full-time                              Non-Exempt position

RATE OF PAY:  DOQ

HOW TO APPLY: Send Resume, cover letter and complete Employment Application(access on website) and attached Applicant Questions to the Minnesota Indian Women’s Resource Center, 2300 - 15th Avenue South, Minneapolis, MN 55404, email HR@miwrc.org; (612)728-2004, fax (612) 728-2039.

 

 

Visit www.miwrc.org to learn more about us.

Equal Employment Employer

Nokomis Endaad Applicant Questions

 

Nokomis Endaad staff need to be role models for health in all of the four traditional aspects of personhood: physical, mental, emotional and spiritual.

1.  Please share how you maintain health and balance in each of these four areas:

2.  In your opinion, what is the most important quality in a Nokomis Endaad treatment staff person?  Why?







