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WICHITA AND AFFILIATED TRIBES 

POSITION DESCRIPTION 

 

TITLE:  ADMINISTRATIVE ASSISTANT 

 

SUPERVISOR: TYSP PROJECT DIRECTOR       

 

GENERAL DESCRIPTION: Under the supervision of the Tribal Youth Suicide Prevention 

(TYSP) Project Director. Administrative Assistant performs administrative duties associated with 

the position as required for the accomplishment of the Tribal Youth Suicide Prevention Program’s 

goals and objectives. Maintains strict client confidentiality. 

 

DUTIES AND RESPONSIBILITIES:   
 

1. Greets visitors and clientele, and directs them to the appropriate office upon request. 

 

2. Receives and forwards telephone calls, after logging in, and routes to appropriate offices.  

 

3. Receives and forwards all incoming mail, faxes and email after logging in, and routes to 

appropriate offices. 

 

4. Performs clerical work and general office duties as assigned by the Project Director. 

 

5. Screens applications for services and assists clients in completing various forms. 

 

6. Maintains appointment agenda/calendar for TYSP Staff. 

 

7. Makes travel arrangements and prepares Travel Authorization for TYSP Staff, coordinates 

flight information with Receptionist in Administration, and upon return of traveler, 

prepares travel reconciliation with attachments for submission. 

 

8. Responsible for ordering necessary supplies and equipment. 

 

9. Submit requisitions for financial requests, travel, and other purchases. 

 

10. Performs other duties related to position as necessary or assigned. 

 

QUALIFICATIONS: 

 

1. Must have a High School Diploma or GED; and two (2) years of work experience in 

administrative type positions. 

 

2. Must be knowledgeable of office procedures, etiquette, and techniques. 

 

3. Must have communication skills, both oral and written, to interact with clients, parents, 

personnel, as well as other individuals regarding program matters. 
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4. Possess computer skills and able to operate software for letter processing, spreadsheets, 

databases, and reports. 

 

5. Have the ability to work well with Native American children and families; to exercise 

judgment in interpreting and applying rules or policy; and to establish and maintain good 

working relations with others. 

 

6. Must be a self-starter and be able to work with a minimum amount of supervision. 

 

7. Must possess a valid Oklahoma Driver’s License. 

 

8. This position requires a successful background check and drug screening.  

 

 


