
 

NOTICE OF JOB POSTING  

The Shawnee Tribe is accepting applications for the position of Tribal Court Clerk. A minimum 

of five (5) years of experience in a tribal court clerk’s office preferred or a responsible position in 

the administration of a court, or a bachelor’s degree in courtroom procedures or related filed or 

any equivalent combination of education and experience.  

The Court Clerk is a supervisory administrative position of the Judicial Branch of the Government 

of the Shawnee Tribe with the same rank as department director.  The Court Clerk shall serve as 

the Court Administrator.  The function of the Court Clerk is to assist in the administration of the 

court to ensure it runs smoothly. Under the administrative direction of the Supreme Court, plans, 

directs and reviews the activities and operations of the Tribal Court including non-judicial 

functions of the court system, development and implementation of policy and procedures, budget 

preparations, financial reporting, case flow management, responding to public inquiries and record 

maintenance. Applicants must have excellent computer skills including word processing and 

ability to learn the Microsoft office programs and adobe acrobat.   Ability to interact with the 

public and provide assistance to those seeking to file documents with the Tribal Court. Establish 

and maintain effective working relationships with all levels of staff, as well as, representatives 

from other tribal departments, outside agencies and the public. Must be familiar with and adhere 

to Code of Ethics for Court Personnel. Confidentiality is an absolute must for this position and is 

cause for immediate termination if not followed to the highest standard. Performs other duties as 

requested by the Chief or Tribal Administrator, to fulfill the full-time requirements of this position.   

This is a full-time position as an employee of the Shawnee Tribe. Tribal preference will be 

observed. Reliable transportation is required, as well as liability insurance and a valid driver’s 

license.  Applications and a full job description are available at the Shawnee Tribal Office, 29 

South Hwy 69A, Miami, Oklahoma. Monday through Friday from 8:00 a.m. to 4:30 p.m. 

Deadline for application submission is Friday, October 25, 2019 at 4:00 pm.  
 

Applications will be accepted by mail addressed to:  

Shawnee Tribe  

Attn: Tribal Administrator  

PO Box 189 | Miami, OK 74355  


