THE NAVAJO NATION
Department of Personnel Management
JOB VACANCY ANNOUNCEMENT

Requisition No: 00C0696785 Date Posted: 07/16/12
POSITION NO: 240953 Closing Date: ~ 07/27/12
CLASS CODE: 2161
POSITION TITLE: SENIOR TRIBAL COURT ADVOCATE
DEPARTMENT NAME: OOC/Credit Services Department
DEPARTMENT NO: 69 WORKSITE LOCATION: Window Rock, Az
WORKS DAYS/HOURS: POSITION TYPE: GRADE: R66A
Days: Mon - Fri Permanent: [_] SALARY:
Hours: 8:00am - 5:00pm Temporary: [ ] Duration: $ 27,007.00 Per Annum
Part-Time: No. of Hrs/Wk: 24 $ 21.64 Per Hour

DUTIES AND RESPONSIBILIITES:

Provides legal assistance to Credit Services Department for their home and personal loan accounts to which debtors have
defaulted; Reviews, analyzes loan accounts referred from Department for next course of legal action; Corrrelates workload
with Department collection staff; Initiates legal proceedings for small claims, repossession of properties used as colllateral to
secure loans and/or foreclosures on mortgages. Legal supervision by Navajo Nation Department of Justice and
administrative supervision by the Department.

Prepares and files necessary legal documents in respective Navajo Nation district courts for small claims or civil proceedings
on defaulted loans; Represents the Navajo Nation for court appearances for civil or small claims hearings; Draft briefs, legal
opinions, files legal motions, argues point of law, develops and compile defense, and follow up on Judicial orders and
decisions; Prepares and files documents on a timely manner for order to show cause on court judgements.

Advises Department on potential outcomes and results on legal cases; Provides training regarding specific tasks and
processes for carrying out assigned mission adjacent to respective Operating Policies and Guidelines for loan programs;
Compiles requisite laws and commom practices used in collection profession for Department. Attend meetings, conferences
and workshops; and provide techinical assistance associated with the loan programs as assigned.

Education and Training:
A Bachelor's degree in Criminal Justice, Law, Pre-Law, Criminology, or a closely related field; and

Experience:

four (4) years of progressively responsible trial or office attorney work involving the development and/or presentation of court
cases in a tribal court setting; or an equivalent combination of education, training and experience which provides the
capabilities to perform the described duties. (To receive full credit for education/training, applicant must submit copies
of college transcript, certificate, diploma, etc)

Special Knowledge, Skills and Abilities:

Knowledge of Navajo Nation and applicable state and federal statues, rules, administrative orders, policies & procedures,
case laws.

Knowledge of the principles, practices and methods of legal research, documents, financial records and other data that may
be used in court.

Knowledge of court processes, administrative law processes and legal terminology, legal strategies, their development and
presentation.

Skill in assessing, interpreting and applying complex laws, communicating effectively and providing legal representation to
clients in a court or appellate proceding.

Computer literate utilizing modern softeware applications inMicrosoft Word, Spreadsheet and Loan Ledger programs;
operation of calculator, typewriter, xerox machine, telephone, credit reporting machine, motor vehicle.

Skill in establishing and maintaining effective and cooperative working relationships with others.

License/Certification Requirements:
Must be a member of the Navajo Nation Bar Association. Must be in strict conformance with professional and ethical
standards. Valid State/Tribal Driver’s License (PREFERRED) .

VETERANS' PREFERENCE APPLIES
THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE NAVAJO
PREFERENCE IN EMPLOYMENT ACT. Revised: 1-15-99



