Paskenta Band of Nomlaki Indians
Receiving Clerk
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PASKENTA BAND OF NOMLAKI INDIANS
Receiving Clerk
Position Description

	Reports to:  Sr. Project Executive
	Open:09/15/2020

	Job Class:  Non-Exempt; 40 hours per week:
Hours:  8:00am to 4:00 pm  M-F
	Closes: until filled

	Email or fax resumes to: hr@paskenta.org

	Projected Start Date: TBD 

	Native Preference in hiring is given to qualified enrolled members of Paskenta Band of Nomlaki Indians and Native Americans in accordance with the Indian Preference Act (Title 25, US Code, Section 472 and 473). Applicants claiming Indian Preference must submit verification of Indian certified by tribe of affiliation or other acceptable documentation of Indian heritage.


POSITION SUMMARY
[bookmark: _GoBack]Under the direction and guidance of the Sr. Project Executive, the Receiving Clerk will receive, collect and gather materials delivered to the Rolling Hills Casino construction project. Upon arrival of the deliveries for construction, the clerk will receive the paperwork, compare the items listed to items delivered and sign off on delivery. The clerk will then provide the documentation to Sr. Project Executive for processing. 

MINIMUM QUALIFICATIONS 
1. A high school diploma or equivalent. 
2. Detail orientation, accuracy, and the ability to work independently under minimal supervision is also required.
3. High level of organizational skills, and ability to communicate effectively.
4. Demonstrated high level of time management skills and efficiency in office procedures.
5. Excellent command of English language, spelling, grammar and punctuation. 
6. Must successfully complete a pre-employment drug screen and background investigation. 

WORK ENVIORNMENT
This position requires prolonged sitting, standing, walking, reaching, twisting, turning, kneeling, bending, squatting, and stooping in the performance of daily activities. 
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