
Mail Clerk – Red Hawk Financial 

Job Summary 

• Sorting incoming mail by department, location and category 

• Keeping records of sent and received mail 

• Prepare and scan documents for transmittal  

• Filing as needed 

 

This position is temporary part-time and ends December 31, 2019.  Approximately 2 

hours per day.  

 

 

 

 

Please apply by filling out a Mechoopda Indian Tribe application 


