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Vacancy Anhouncement

POSITION: Human Resources Generalist/Office Manager

CLASSIFICATION: Regular Full-Tirne (Monday through Friday, 8:00 am to 4:30 pm)
SALARY: S67,970.00

LOCATION: 1854 Office — Duluth, MN

APPLICATIONS DUE: September 23, 2026

SUPERVISION: Reports to the Executive Director. Performs the duties listed below in a manner
consistent with the 12854 Treaty Authority’s Policias and Procadures. Receives directionsand
assignments from the Executive Director and is expected to axercise independent judgment
and initiative in performance of duties and completion of assignments.

DUTIES AND RESPONSIBILITIES: Primary responsibilities for this position are to administer the
human resource programs/duties and oversee all aspects of managing the 1854 offices’ day-to-
day activities.

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requiremnents listed below are representative of the knowledge, skill, and/or
ability required.

Maintain the Human Resource Information Systemn, including maintaining employee personnel
files, ensuring employment law compliance, and performing other related duties.

Assist in maintaining insurance and benefit programs along with the Financial Officer and
Executive Director.

Conduct Employes Orientations
Assist in bookkeeping duties, sign all disbursements, and distribute chacks.
Schedule Board Meetings upon request by the 1854 Board Chairperson through the Executive

Director. Distribute information packets for Board Mestings, attend the mestings, and assist in
taking meeting minutes.

A comsortium of the Grand Portage and Bois Forte Bands of the Lake Superior Chippewa
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Assist other divisions with crganizing meetings, training, etc.

Maintain cieanliness of the office and order supplies.

Answer the telephone and provide information to callers or route calls to the appropriate person.
Meet and greet visitors and provide information or services as needed.

Maintain the property management system of the organization (inventory).

Maintain leases nfvgiﬁchs,affﬁ space, stomage, copier, and postage meter.

Register vehicles, boats, snowmobiles, etc.

Prepare outgoing mail, date and distribute incoming maf.

1854 Treaty Authority Conservation Court Administrator {clerk of court).

Assist with the creation and printing of the 1854 Treaty Authority newsletter. Prepare the
newslatier for mailing; maintain address list.

Attend various meetings pertinent to the 1854 Treaty Authority.

5hff-uutrein::h events in cooperation with the Education and Outreach Division.
lssue 1254 |dentification Cards, along with hunting & trapping permits, etc.
Assist other divisions with projects as needed.

Follow all policies and procedures of the 1854 Treaty Authaority.

Perform other job-related duties as delegated by the Fxecutive Director.




QUALIFCATIONS:
Businaess or related Degrea/Certification or commensurate experiance in human resource
adrinistration and office administration.

Knowledge of Human Resource laws and regulations.

Ability to communicate with the public and possess strong interpersonal skills.

High degree of oral and written communication abilities.

Ability to work independently and take inftiative to complete tasks.

Strong orgenizational skills.

Attention to detzil and accuracy.

Knowledge of computer applications and Microsoft programs (Word, Excel, Outlook, etc).
Familiarity or experience with Native American Culture, organizations, and activities.
Valid driver's license and ability to be insured by the Authority vehicle insurance program.

lob offer is conditional upon successful completion of 2 pre-employrnent drug test and
backgrounid check.

Mative American preference will be applied.

Application and resume with cover letter should be sent to:

Michele Baeksma, Executive Director

mbesksma@1854treatyauthority,org
or mailed to:

4428 Haines Road
Duluth, MN 55811



	OM:HR.repost.p1
	OM:HR.repost.p2
	OM:HR.repost.p3

