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Job Announcement 
 

 
Job Title:  Corporate Secretary Entity: Corporate 

Reports To: Board of Directors Salary Grade: DOE 

FLSA Classification: Non-Exempt Closing Date: Open until filled 

 

 
Summary: Incumbent is responsible to provide advanced level of executive and administrative support to 
the CTFC Board of Directors, Corporate Counsel and Executive Team. Incumbent will facilitate the 
supervision and office management of support staff. Plans and prioritizes work to meet internal and external 
deadlines. Maintains corporate records and coordinates activities, publications, and special events planning, 
to create and maintain favorable public image for Corporation by performing the following duties: 
 
Knowledge, Skills, and Abilities (Minimum Qualifications): 
 Bachelor’s Degree in Business Administration, Communications, Government or a closely related field 

AND thirty six (36) months experience as an office manager or progressively responsible 
administrative work. OR 

 A combination of post-secondary education and progressively responsible work experience totaling 
eighty four (84) months experience. 

 Must pass with excellent scores pre-interview tests designed to measure writing ability, including but 
not limited to spelling, grammar and typing. 

 Must provide a copy of transcripts. 
 Applicant must submit at least three (3) work related references of which one is from an immediate 

supervisor. 
 Requires an in-depth knowledge of company practice, structure and a high degree of technical skills. 
 Excellent verbal, written, public speaking and presentation skills. 
 Knowledge of paralegal work preferred. 
 Advanced working knowledge of computers and associated software including: Word, Excel, 

PowerPoint, Outlook, FTR Gold 
 Must be able to type proficiently 65 wpm.   
 Demonstrated ability in maintaining strict confidentiality. 
 Ability to exercise judgment and remain flexible. 
 Ability to meet and deal effectively with associates and general public. 
 Must be able to obtain and maintain Notary Public License.   
 Must be able to work nights, weekends and holidays as required.  
 
Physical Demands / Work Environment: 
 Manual and finger dexterity as required to perform daily job duties. 
 Ability to frequently sit for prolonged periods of time. 
 
These requirements need to be met to represent knowledge, skill and/or ability to perform job functions.  
Reasonable accommodations may be made to enable individuals with disabilities to perform essential 
functions. 

DRUG TEST REQUIRED IN ACCORDANCE WITH CTEC POLICY 

Submit cover letter, transcripts, application and resumes to:  CTFC, Attn:  Human Resources, P.O. Box 
140, Nespelem, WA  99155, or to n.runningbear@ctecorp.org or call 634-3208 if you require more 
information. 

 
CTFC IS AN INDIAN PREFERENCE EMPLOYER 


