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JOB ANNOUNCEMENT 
 

Title: Enrollment Coordinator                                             Requisition Num.: 024-2021 

 

Open Date: 04/01/2022                                                           Closing Date: Until Filled 

 

Department: Enrollment                                    Classification: Part-Time, Non-Exempt 

 

Salary: Commensurate w/ Experience                                Location: Valley Center, CA 

 
Opportunity: This position, under the supervision of the Human Resources Director, is 

responsible for providing administrative support services to the Tribal Enrollment 

Committee.  This includes performing all associated administrative/departmental functions, 

duties and responsibilities to ensure the highest level of compliance of tribal membership 

enrollment ordinance, policies and procedures.  This position maintains a thorough working 

knowledge of and adheres to tribal policies, regulations and procedures. 

    

JOB RESPONSIBILITIES 
 

The following duties are typical for this classification. Incumbents may not perform all of 

the listed duties and/or may be required to perform additional or different duties from those 

set forth below to address business needs and changing business practices.  

 

1. Assist the Enrollment Committee in the thorough and timely enrollment 

application process in accordance with tribal enrollment ordinance, policies and 

procedures. 

2. Coordinates submission of new membership enrollment applications to ensure 

timely action throughout the process; reviews new membership enrollment 

applications for completeness.  

3. Ability to apply professional and effective verbal and written communication 

skills in working with Rincon tribal members, other tribal governments and 

members, the Bureau of Indian Affairs and governmental agencies, as required. 

4. Tracks enrollment applications and related data through multiple information 

outlets, and perform related research as required. 

5. Prepares and/or generates routine correspondence, letters, memoranda, forms, 

reports and other documents through multiple information outlets.  

6. Ensures maintenance and management of all enrollment application files and 

records. 

7. Maintains inventory of materials, equipment, and supplies; initiates orders for new 

or replacement materials. 

8. Responds difficult and sensitive inquires and complaints with positive customer 

service under the guidance of the Enrollment Committee Chairperson. 

9. Responds to routine requests for information from Rincon Tribal Members, 

Rincon Tribal Council, or others, where applicable. 



2 Job Announcement, Cont’d. – Enrollment Coordinator 

 

To Apply: 

Employment with the Rincon 

Band of Luiseño Indians 

begins by filling out an 

application and resume and 

turning it in to the Human 

Resources Department at the 

Government Center, or 

emailing it to          

jobs@rincon-nsn.gov.  

 

To work for the Rincon 

Tribe, you minimally need: 

 High School Diploma or 

GED 

 A valid California 

driver’s license 

 

Applications which are 

not completely filled out 

will not be considered. 

 

Preference: 

 

Tribal preference will be 

given to eligible Rincon 

Tribal Members who meet 

the minimum qualifications. 

Background investigation 

drug and alcohol screening 

are required as a condition of 

employment. Rincon Band of 

Luiseño Indians is an equal 

opportunity employer. 

 

10. Strong interpersonal and communication skills and the ability to work effectively 

with a wide range of people in a diverse community.  

11. Assists in the monitoring and enforcing of approved policies, regulations, and 

procedures. 

12. Performs general office duties for the department. 

13. Assess and monitor workload, administrative support systems, identify 

opportunities for improvement, and direct and implement change. 

14. Experienced in Family Tree Makers software or similar software. 

15. Attends required meetings and trainings. 

 

 

JOB QUALIFICATIONS 
 

Education/Experience and/or Training:  

 

 Graduation from a U.S. high school, G.E.D. or equivalent from a U.S. 

institution, or a California High School Proficiency Examination (CHSPE) 

certificate is required.  

 An Associate Degree in one or more of the following areas: Program 

Administration or Native American Studies, or equivalent related experience. 

 The ability to research and analyze various types of information. 

 Must have the ability to make recommendations to effectively resolve problems 

or issues by using judgment that is consistent with standards, practices, policies, 

procedures, and regulations. 

 Ability to objectively communicate when resolving complex, difficult and 

emotional issues. 

 

 

Licenses or Certifications:  
 

The following license and certification are required to be maintained throughout 

employment and are not subject to waiver: 

 

 Valid California Driver’s License. Must maintain a satisfactory driving record with 

the DMV. 

 
WORK-RELATED KNOWLEDGE 

 

 Knowledge of American Indians and their history (preferred). 

 Excellent interpersonal skills, ability to communicate effectively both orally and in 

writing; be able to establish and maintain effective working relationships. 

 Strong organizational skills and the flexibility and ability to manage time and 

multiple tasks with little supervision. 

 Proficiency with all current Microsoft Office programs as well as any other software 

programs, online communication platforms and other technology necessary to 

perform the job. 

 Ability to identify required and/or missing data. 

 Provide well organized and clearly written information. 

 Knowledge of customer service best practices. 

 


