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r Muscogee (Creek) Nation
ti

Human Resource Management Services Po Box sao

OKMULGEE, OK 74447

s           Employee Requisition Telephone( 918) 732- 7827
c

GEENp     Toll- Free( 800) 482- 1979

Fax( 918) 756- 2284

Minimum Requirements:   High School Graduate. Experience in customer service. Good computer and

communication skills.

Preferred Requirements:   Associates Degree or High School Graduate with one year specialized experience
in customer service, secretarial or administrative field. Knowledge of Tribal

Motor Vehicle Registration Code. A basic understanding of the Muscogee ( Creek)
Language is preferred but not necessary.

Valid Oklahoma Driver' s License required?     Yes

Please list any additional licenses required:    Must be Bondable and able to receive a Notary certificate from the State of
Oklahoma.

Customer Service:    Responds promptly to customer needs; Responds promptly to voicemails and
emails.

Professionalism/     Maintains confidentiality; Keeps emotions under control; Approaches others in a
Interpersonal Skills: tactful manner; Reacts well under pressure; Treats others with respect and

consideration regardless of status or position.
Time Management: Prioritizes and plans work activities; Uses time efficiently; Sets goals and

objectives.

Oral Communication:       Speaks clearly and persuasively in positive or negative situations; Participates in
meetings.

Written Communication:  Writes clearly and informatively; Able to read and interpret written information.
Analytical Skills:      Collects and researches data; Uses intuition and experience to complement data.

Teamwork:     Balances team and individual responsibilities; Exhibits objectivity and openness

to others' views. Gives and welcomes feedback; Contributes to building a

positive team environment; Supports everyone' s efforts to succeed.
Leadership:     Inspires respect and trust; Motivates and effectively influences others; Provides

appropriate recognition; Identifies and resolves problems in a timely manner;

Uses sound judgement; Makes timely decisions.
Works within the approved budget; Conserves organizational resources.

Ethics:    Treats people with respect; Keeps commitments; Inspires the trust of others;
Works with integrity and ethically; Upholds organizational values.
Adheres to policies and procedures.

Organizational Support:   Follows policies and procedures; Supports organization' s goals and values.

Quality:  Demonstrates accuracy and thoroughness.

Quantity: Completes work in timely manner.
Safety and Security: Observes safety and security procedures, including cyber security.
Attendance/ Punctuality:  Regular and on time attendance. Arrives at meetings and appointments on time.

Dependability: Follows instructions, responds to management direction; Takes responsibility for
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