[bookmark: _GoBack]THE AROOSTOOK BAND OF MICMACS
JOB ANNOUNCEMENT
POSITION TITLE:   Realty and Assets Assistant
CLASSIFICATION:  Regular Full Time
SUMMARY:  The Realty and Assets Assistant will provide clerical support to the Director of the Realty and Assets Program.  The incumbent will coordinate the work of the Realty and Assets Technician(s).  The incumbent will use his/her knowledge, training, and technical skills to provide high quality services to consumers from both within the tribal services realm, the tribal community, and surrounding communities.   
EDUCATION/EXPERIENCE:  Associates Degree preferred, or High School Diploma with a minimum of two or more years’ experience as an Administrative Assistant.
LICENSES OR CERTIFICATIONS: Valid State of Maine driver’s license.
SKILLS/KNOWLEDGE/ABILITIES:  Possess excellent written and oral communications skills, organizational and time management skills, and a high degree of computer literacy, including proficiency with creating Spreadsheets and implementing Database Software (excel and access). Client service experience and strong interpersonal skills are also required.  Experience in planning and budgeting is required.  Ability to work independently and as part of a team.
The Closing date of this position will be December 18, 2015.  All resumes must be accompanied with the proper application of employment which can be accessed at www.micmac-nsn.gov under job opportunities.  Please send applications/resumes to the following address: 
	Aroostook Band of Micmacs
	7 Northern Road
Presque Isle, Me. 04769
Attn:   Human Resources Specialist
Notice: Preference will be given to Indian applicants.  The Aroostook Band of Micmacs is an equal opportunity employer. 
