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Hayward • Wisconsin • 54843 
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ARP Project Administrative Assistant 

(Limited Term Position) 

Posting Date:  June 14, 2021 

Closing Date:  Until Filled 

Salary:    Negotiable 

Department:   American Rescue Plan (ARP) Project  

Supervision:  ARP Project Coordinator 

Administration:  LCO Tribal Government Personnel Policies and 

Procedures 
Summary: 

The Assistant will perform general administrative duties, compile information and keep 

project records.  This position is a limited term opportunity for a period of two years until 

the ARP project is completed. 

Qualifications: 

1. Must possess a valid driver’s license, reliable transportation and 

insurance.  

2. Must be able to pass a criminal background check(s), a preliminary 

background check will be performed upon receipt of the employment 

application. 

3. Must be dependable, reliable, and accurate.   

4. Must be knowledgeable of the Lac Courte Oreilles Reservation, its 

businesses and organizations. 

5. Must be able to communicate effectively with the community, and 

internal/external agencies. 

6. Must be able to pass a pre-employment drug screen. 

7. Must be able to pass a background check.  

Tasks include: 

1. Perform administrative duties such as typing, proofreading, copying, and scanning 

documents and maintaining a filing system. 

2. Prepare and administer surveys as directed; organize zoom meetings as needed. 
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3. Initiate procurement of goods and services; follow up with tribal employees to 

track procured items.  Maintain procurement records and project files: hard copies 

and electronic spreadsheets. 

4. Assist with the preparation and coordination of project meetings and other 

planning meetings; take minutes of meetings and record attendance. 

5. Obtain required signatures for requisitions and other documents. 

6. Perform a variety of tasks to assist the Project Manager and Coordinator as 

assigned. 

 

The following are required: 

1. Strong mathematical background. 

2. Must demonstrate a working knowledge of productivity software applications 

such as Word, Excel and Adobe Acrobat. 

3. Ability to work flexible hours -- nights, weekends and holidays -- when required.  

4. Must possess reliable transportation, valid driver’s license and insurance 

because the candidate will be expected to run errands on a daily basis. 

5. Ability and willingness to travel if necessary. 

 

 

 

 

APPLICATION PROCEDURE: 

Submit completed LCO Employment Application including Release and 

Authorization Form (available upon request or on the Tribe's website) along with a 

cover letter, resume and at least three (3) letters of reference. Certificate of Good 

Standing in each jurisdiction where licensed and any other supportive documents. Tribal 

Member applicants must provide a signed official document from a federally 

recognized Tribe acknowledging enrollment. 

MAIL, FAX OR EMAIL ALL INFORMATION TO:   

Lac Courte Oreilles Tribal Government   

ATTN: Human Resource Department  

13394 W. Trepania Road  

Hayward, WI 54843   

Fax (715) 634-4797   

HR Fax (715) 699-1209 

doreen.debrot@lco-nsn.gov 

caroline.yellowthunder@lco-nsn.gov  

  

Tribal preference will apply to qualified applicants in accordance with the Lac Courte 

Oreilles Policies & Procedures Manual.  

 


