
Job Title: Financial & Administrative Assistant 
Division: Administration 
Reports to: President/CEO or Designee 
FLSA Classification: Non-exempt (full time) 
Schedule: 40 hours per week 
Supervises:  No  

POSITION BRIEF 
California Indian Nations College (CINC) announces the position of Administrative Assistant (Finance). 
The Administrative Assistant will provide high-level administrative support to administrative offices 
centered around the departments of finance and accounting with a significant range of assignments that 
are complex in nature.  Extraordinary skills in QuickBooks and considerable judgment and initiative are 
required in resolving problems and making recommendations. 

ABOUT CINC 
California Indian Nations College is an exciting opportunity! We are an emerging tribal college, chartered 
by the Twenty-Nine Palms Band of Mission Indians, with a curriculum that incorporates Native culture, 
language, and values. The College is currently pursuing institutional accreditation and, once completed, 
will be the only accredited tribal college in the State of California. With the support of local Tribes, the 
College of the Desert, the University of California, Riverside, and Native American educators and 
community members, we are growing faster than we could imagine! 

We aim to continue this momentum with the inclusion of highly-skilled, experienced, and motivated 
individuals who can help us do a nearly impossible task: build the College from the ground up. CINC 
needs creative individuals with the ability to excel at their positions and engage with students from a 
wide range of academic skills and backgrounds. 

CINC is currently located in Palm Desert, California, in the heart of Southern California Indian Country. 
Multiple reservation communities are nestled in the Coachella Valley among the backdrop of the Santa 
Rosa and San Jacinto mountains in central Riverside County. 

APPLY 
California Indian Nations College is looking for highly qualified individuals. Only those who meet the 
minimum qualifications will be considered for the positions below. Please submit your CV and/or 
resume along with your cover letter and a Diversity Letter to hr@CINCollege.org. 

See job description below. 

mailto:hr@CINCollege.org
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POSITION OVERVIEW 
California Indian Nations College (CINC) announces the position of the Financial & Administrative 
Assistant (FAA).   The Financial & Administrative Assistant will provide high-level administrative support 
to the executive administrative offices centered around the departments of finance and accounting with 
a significant range of assignments that are complex in nature.  Extraordinary skills in QuickBooks are 
required and considerable judgment and initiative are necessary in conducting research, resolving 
problems and making sound recommendations.  The FAA is responsible for data entry and file 
management of the accounting and financial reporting including and not limited to monthly, quarterly 
and year-end processes; and the FAA is responsible for ensuring that the financial ledger reconciliation, 
fiscal closing is within the proper guidelines.   

The Financial & Administrative Assistant (FAA) is a critical role that serves as a direct tributary to the 
Chief Financial Officer (CFO) and/or the President/CEO and will develop budgetary proposals, formulate 
and present data analysis, and develop management reports with recommendations to senior 
administrators. The FAA is responsible for all data entries in the accounting and financial ledgers and 
reports; and will provide all financial data that will aid to develop organizational strategies and will 
efficiently provide financial and accounting information, analysis reports, and sound recommendations 
that will assist to establish functional objectives in line with organizational objectives.  The FAA will 
ensure the College meets regulatory and compliance needs and is responsible for providing financial, 
budgetary, analytical, and administrative support to the College’s programs and units. 

The FAA will provide administrative assistance to the President/CEO or designee on projects including 
editing and/or preparing presentations on PowerPoint, in correspondence, in communications, and 
other documents as requested.  The FAA will support the President/CEO with planning of meetings and 
conferences, preparing and distributing agendas, booking of venues, and general assistance on campus 
events/projects.  Additional duties will include and are not limited to conducting research; collecting and 
analyzing data to prepare reports and documents; arranging and coordinating meetings and events; 
recording, transcribing, and distributing minutes of meetings; receiving and interacting with incoming 
visitors; liaising with internal staff at all levels; interacting with external clients and departments; 
coordinating project-based workflow; and review operating practices and to recommend improvements 
where necessary. 



ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  
• Works closely with the Administrative Operations Manager to prepare reports and provide 

general assistance to the President.  Will also schedule meetings and manage meeting requests; 
and may be requested to respond on behalf of the President. Contacts invitees, solicits agenda 
items, develops agendas, creates PowerPoint presentations, and makes necessary meeting 
arrangements, including background information and appropriate documents for each meeting. 
Coordinates arrangements for leadership meetings, including scheduling location, catering, 
equipment, guest lists, invitations, etc.  

• Plans and provides high-level, complex administrative support and perform technical office 
duties; takes notes at meetings and retreats; transcribes and distributes meeting notes and 
information.  May handle confidential correspondence with the President.  

• Maintains the financial records accordingly, this includes creating new files, filing all documents 
in a timely manner, updating the records tracking log, and retrieving documents from files. 
Provides input and analysis on transaction related documents and reporting 

• Responsible for data/transaction entries and accurate reporting; this includes persistent analysis 
of transactions and reconciliations on a weekly, monthly, quarterly, and annual basis.   

• Responsible for managing the budgets and financial report of all grants to the principle; 
adhering to the requirements, restrictions/limitations, and deadlines of each grant. 

• Prepares all departmental and campus-specific Financial Statements in a timely and accurate 
manner. Responsible for month-end, quarter-end, and year-end close.  

• Coordinates the completion of the annual budget and departmental budgets with the President 
and AOM; and will manage the tracking and reporting on the College and departmental budgets. 

• Will assist campus executives and leaders in the development of departmental budgets, 
financials statements, procedures, and proper recording and reporting. 

• Coordinates internal and external audits with the AOM. Ensures timely preparation of all annual 
state and federal tax reporting with the contracted or internal CPA and ensures compliance with 
non-profit compliance and reporting.  Reviews and reports on all tax documentation and filing 
requirements with the President or designee. 

• Updates job knowledge by remaining aware of new regulations; reading professional 
publications; maintaining personal networks; and participating in professional organizations. 

• Performs all other duties as assigned by the President/CEO or designee. 

MINIMUM QUALIFICATIONS 
Long-term employment is contingent upon successful completion of a 90-day probationary period. 

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. 

Education and/or Experience 
• General knowledge and experience with the Generally Accepted Accounting Principles 

(GAAP), financial operations in an institutional, working with Tribal communities, high-
level support to executive management and C-level personnel. 

• High level skills in analyzing and making sound recommendations and/or solutions to 
problems; and extraordinary skills in composition of letters, memorandum, and reports. 

• Able to work independently and communicate effectively with clear and concise verbal 
and written communication.  



• Associate degree from an accredited college/university AND a minimum of five (5) years 
of progressively responsible administrative support experience as an administrative 
assistant with significant responsibilities in finance or accounting and is highly proficient 
in QuickBooks; OR a combination of education and experience which demonstrates the 
prospective applicant has acquired the knowledge and abilities listed above.  
 

Required Technical / Other Skills and Abilities 
• Ability to work independently and always with a positive attitude 
• Apply sound judgment in solving a wide range of problems; develop practical and 

thorough solutions; make decisions both of commonplace and unusual work situations  
• Maintain confidentiality of sensitive matters 
• Excellent interpersonal, written, presentation, and oral communication skills; with the 

ability to communicate and enhance relationships with constituents across all levels of 
the organization as well as with internal and external stakeholders that will include the 
Board of Trustees, tribal and local communities, legislatures, and the Foundation.  

• Ability to analyze complex financial and accounting information and effectively 
communicate it to a wide variety of stakeholders with a range of financial literacy  

• Proficient in creating and managing spreadsheets and adapting to database software in 
financial analysis, fiscal management, grant management, and financial support. 

• Develop nonstandard applications and systems; coordinate work and projects, evaluate 
and set work priorities, schedule, assign, and review work against standards; make 
constructive recommendations for modifications or improvements of methods, 
procedures, techniques, technology or programs; independently interpret and apply 
policies, rules, regulations, and procedures required of and germane to the College 

• Sensitive to the diverse academic, socioeconomic, cultural, and ethnic backgrounds of 
tribal and the general community; must be open and approachable; effectively and 
positively represent the College to all constituents (internally and externally); establish and 
maintain respectable working relationships in a diverse and multicultural environment 

• Advanced ability to quickly learn, interpret, and apply sound judgment in the 
interpretation and application of complex organizational policies, procedures  

• Mastery of other office skills, including budget management and record keeping. Ability 
to utilize software applications, including extraordinary knowledge of Microsoft Excel, 
Word, PowerPoint, Outlook and particularly QuickBooks. 

• Well-versed in GAAP and knowledge of federal, state, county, and municipal funding 
models, regulations, and codes.  

• Work outside traditional business hours. 
 

PREFERRED QUALIFICATIONS 
• Experience with tribal communities and tribal education  
• Bachelor's degree  
• Experience providing administrative support to C-level executives  
• Proficient in using enterprise management systems, Microsoft Professional Suite—

especially PowerPoint, Word, Excel, and Google applications, such as calendar, email, 
forms.  7-10 years experience with Quickbooks 

• Qualified Native American applicants strongly encouraged to apply 

 



PHYSICAL DEMANDS 
The physical demands described on the attached “Physical Demands of Position” chart are representative 
of those that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. See attached “Physical Demands of the Position”. 

CONFIDENTIAL INFORMATION  
This position has access to confidential information. 

TRAVEL 
This position may require occasional travel. 

EQUAL OPPORTUNITY EMPLOYER 
We are an Equal Opportunity/Affirmative Action Employer; the College maintains a policy which prohibits 
the discrimination and harassment on any basis including, but not limited to, race, age, color, religion, sex, 
gender, pregnancy, marital status, national origin, tribal affiliation and non-tribal affiliation, physical or 
mental disability, medical condition, veteran status, sexual orientation, ancestry, and any other protected 
characteristics. If you need special accommodation for the application process, please contact Human 
Resources.  

ACKNOWLEDGEMENT 
I have been given a copy of this position description. I understand that I may be asked to perform job tasks 
and duties not listed in the description and that my supervisor may change the description at any time, 
according to College needs. 

 
Signed – Employee  

 
Date: 

 
Signed – Supervisor 

 
Date: 

 
cc: Incumbent, Supervisor, Personnel File 


