
 
JOB DESCRIPTION 

 
JOB TITLE:  Tribal Enrollment Technician 

DEPARTMENT:   Shoshone Enrollment  

SUPERVISION:  Shoshone Enrollment Director 

SALARY:  $14.00 per hour 

CAREER STATUS:  Permanent Full- Time  
 
GENERAL STATEMENT: 

This clerical support position contributes to the efficiency of the Eastern Shoshone Tribal 
Enrollment Office. Coordinates job duties with Enrollment Director and initiates good judgment, 
self-initiative and courtesy to provide service to the tribal membership, applicants, departments 
and the general public.  Keeping in line with the Confidentiality Agreement is a must. 

DUTIES AND RESPONSIBILITIES: 

 Answer all incoming telephones calls and refers appropriate calls to the Enrollment Director 

 As assigned by Enrollment Director enters vital enrollment records on the electronic software 
and updating legal changes (upon the receipt of the legal document) as assigned by Enrollment 
Director. 

 Files and maintains enrollment documents on individual tribal members with the contents and 
sequence of an enrollment file.   

 Maintains the official membership data on the electronic software including physical and hard 
files.    

 Assist tribal member with requested documents, enrollment application issues, and informs the 
applicant of the necessary data to be returned with the application.  

 Issues enrollment applications and assists individuals with the checklist of require documents 
for the application process. 

 Receives incoming applications with supporting documentation for the Enrollment Director’s 
enrollment process.   

 Assists with verifying supporting documents for the Enrollment Directors enrollment process   
 Researches census records and assists in research of family histories to develop family trees for 

all tribal members and ancestors. 
 Photographs and issues identification cards to enrolled tribal members and tribal departments.  
 Collect fees and verifies amount with the Enrollment Director for deposit to the Tribal Finance 

Department. 
 Follows oral and written directions as assigned by Enrollment Director. 
 Performs other duties as assigned by the Enrollment Director to maintain and enhance the 

operation of the department.  

 

 



PERFORMANCE STANDARDS AND EVALUATION FACTORS SHALL INCLUDE 
BUT NOT BE LIMITED TO THE: 

 Ability to maintain dependable attendance and reliability. 

 Ability to maintain highly effective office skills. 

 Ability to provide quality and efficient customer service to tribal employees, tribal 
membership and the general public. 

 Ability to use professional phone etiquette.  

 Ability to be a self-starter, complete tasks in a timely manner, and work independently with 
little or no supervision.  

 Ability to understand and execute complex written and oral instructions.  

 Ability to understand and interpret genealogy, tribal policies, tribal resolutions and ordinances 
relating to the enrollment department. 

 Must demonstrate team-working skills, which includes ability to develop and maintain 
effective working relationships with fellow tribal employees. 

 Ability to handle details accurately and work under pressure/time limitations. 

 Maintains conduct on an off the job in a manner that will bring credit to the Eastern Shoshone 
Tribal government. 

QUALIFICATIONS: 

 Must have a high school diploma or GED. 

 One (1) year of successful office experience.  

 Strong historical genealogy research abilities is preferred. 

 Must have excellent typing and computer skills. 

 Must have excellent customer service skills 

 Knowledge of standard office procedures, filing techniques and operation of office machines. 

 
 
 
 
 
 
 
 
 
 
 
 
 
SPECIAL REQUIREMENTS: 



 
MUST MAINTAIN STRICT CONFIDENTIALITY OF ALL INFORMATION 
PROCESSED THROUGH THE DEPARTMENT INCLUDING RECORDS, REPORTS, 
DOCUMENTS, CONVERSATIONS, ETC.  A breach of confidentiality will be subject to 
appropriate disciplinary action, up to and including dismissal from employment. 
 
Pre-employment applicants being considered for employment or a political appointment must 
submit to an alcohol and drug screening prior to being hired or appointed.  Refusal to take the 
test will render the applicant ineligible for employment or political appointment with the Eastern 
Shoshone Tribe.  Applicants who test positive for alcohol or banned drugs will not be hired and 
will be ineligible for any type of employment with the Tribal Government for 60 days. 
 
I have read and understand the duties and responsibilities of my position. By signing I am in 
agreement to the requirements and will abide by the stipulations in the job description and the 
Policy and Procedures Manual. 
 
___________________________________  ____________________________________ 
Employee Signature     Date 
 
__________________________________   ____________________________________ 
Supervisor Signature     Date 


