
Iowa Tribe of Oklahoma 
Vacancy Announcement 

SUMMARY :  Operates PBX or multi-line telephone system to answer incoming calls and directs 
callers to appropriate personnel by performing the following duties. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 

• Retrieves messages from voice mail and forwards to appropriate personnel. 
• Answers incoming telephone calls, determines purpose of callers, and forwards calls to 

appropriate personnel or department. 
• Takes and delivers messages or transfers calls to voice mail when appropriate personnel 

are unavailable. 
• Answers questions about organization and provides callers with address, directions, and 

other information. 
• Welcomes on-site visitors, determines nature of business, and announces visitors to 

appropriate personnel. 
• Updates appointment calendars. 
• Receives, sorts, and routes mail, and maintains and routes publications. 
• Maintains fax machines, assists users, sends faxes, and retrieves and routes incoming 

faxes. 
• Prepares and input data on computer. 
• Creates and prints fax cover sheets, memos, correspondence, reports, and other 

documents when necessary. 
• Performs other clerical duties as needed, such as filing, photocopying, and collating. 
• Performs other assigned duties as assigned, such as assisting with referrals or casework. 

 
 
QUALIFICATIONS  To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

Position:   Social Services 
Receptionist 

Position Number: 4527 
Department:  Social Services     
Location:   Complex 

Issuing Date:   February 24 
Closing Date:  Until Filled  

 

Mailing Address: 
RR 1 Box 721 

Perkins, OK 74059 
 

Fax: (405)547-1092 
jobs@iowanation.org 

 
Phone(405)547-2402 

http://www.iowanation.org 
 

 
Equal Employment Opportunity Statement 

The Iowa Tribe of Oklahoma does not discriminate on the basis or race, color, national origin, 
sex, religion, age, or disability status in employment.  However, individuals of Indian ancestry 
and Veterans will be given preference by law in initial employment or re-employment. 
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EDUCATION and/or EXPERIENCE  
High school diploma or equivalent. Two Years of office experience or equivalent college or 
business training.   
 
 
REQUIREMENTS 
Working knowledge of computers  
Will be required to pass a typing test 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
CONDITIONS OF EMPLOYMENT 
The Iowa Tribe of Oklahoma operates a drug-free workplace.  The selected applicant must 
submit to and pass applicable drug test and maintain a valid driver’s license.  Additionally, 
selected individual must be bondable and able to pass background check. 
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