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Position Available: EXECUTIVE DIRECTOR 

Department: Gun Lake Tribal Gaming Commission 

Location:  Gaming Commission Office 

Reports To: Tribal Gaming Commission 

Status: Exempt / Full-Time 

Salary: Commensurate with experience 

Level: Executive Salaried 

OPEN: November 08, 2016  

CLOSE: December 06, 2016 

 
 

 

SUMMARY 

The Match-E-Be-Nash-She-Wish Band of Pottawatomi Indians (Gun Lake Tribe) is seeking a full time 

Executive Director who will be responsible for the day-to-day operations of the Gun Lake Tribal Gaming 

Commission (TGC).  This position will oversee the Surveillance, Compliance, Licensing, Information 

Technology, Audits, and Administration Departments within the Gaming Commission.  The Executive 

Director in collaboration with the TGC is charged with protecting the assets and integrity of the Gun Lake 

Tribal Gaming Commission.    

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to the following:  

 Enforces and administers the Tribal Gaming Ordinance, the Tribal-State Compact, MICS issued by 

the NIGC, and other applicable regulations 

 Serve as the chief executive officer of the Commission and supervise its staff 

 Negotiate contracts for the provision of services necessary for the operation of the Commission as 

approved by the Commission and expend funds for its operation within its budget as approved by the 

Tribal Council 

 Provide for an adequate system that ensures that the background investigations required by this 

Ordinance are conducted in a manner which complies with this Ordinance and with NIGC regulations 

 Make a decision on all applications for licenses as the authorized official for licensing, subject to 

appeal by the Commission 

 Conduct hearings, investigations, inquiries and oversight of licensees, make decisions on suspension 

of licenses, and initiate license revocation proceedings 

 Investigate complaints relating to activities which fall within the regulatory authority of the 

Commission 

 Develop administrative procedures and internal controls for the Gaming Commission 

 Send notice to the NIGC of all actions or matters for which such notice is required by this Ordinance, 

the IGRA or NIGC regulations 

 Prepare reports and make recommendations to the Commission about any other matter within the 

Commission’s jurisdiction 

 Hire, pursuant to an authorized budget, and supervise inspectors and such other staff, consultants and 

counsel as required for Commission responsibilities 

 Be the registered agent of the Tribe for service of process by the NIGC, or other official notices 

pursuant to the Act 

 Responsible for all personnel policies and actions relating to Tribal Gaming Commission Staff 

 Provides monthly reports regarding operations of the Gaming Commission for review by the 

Commission and the Tribal Council 

 Perform annual evaluations of Commission staff 

 Maintains the highest level of confidentiality regarding all information 

 All other duties as assigned 

 

QUALIFICATIONS 

 Bachelor’s Degree in Business Administration, Business Management, Public Administration, 
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Criminal Justice, Law, or related field required. 

 Five (5) years’ experience in managerial, supervisory, or executive position emphasizing regulatory 

compliance required. 

 Eight (8) years’ experience in regulatory compliance and enforcement or law enforcement required.  

 Non-degreed applicants may be considered with eight (8) years of demonstrated managerial, 

supervisory, or executive position gaming experience and at least ten (10) years within a gaming 

commission venue.   

 Experience in Indian gaming venue preferred  

 Working knowledge of Windows, Excel, PowerPoint, Publisher, Outlook,  internet search functions, 

and word processing programs 

 

REQUIREMENTS 

 Demonstrated knowledge of the Casino Gaming Industry and Casino Operations rules, regulations, 

policies and procedures.  

 Knowledge in the following areas: a basic understanding of casino accounting, a thorough 

understanding of the Federal Minimum Internal Control Standards for casino operations, familiarity 

with the functions of the Audit, Compliance, Information Technology, Surveillance, and Licensing 

Departments of a regulatory gaming commission.   

 Must understand legal terminology associated with a gaming enterprise. 

 Be a minimum of 21 years of age 

 Pass a background investigation, which includes: personal history, criminal history, driving record, 

credit rating, and employment references, and satisfy suitability standards established by the Gun Lake 

Tribal Government and the Tribal Gaming Commission  

 The ability to obtain a Gaming License 

 Adhere to the Commission policy prohibiting an employee from gambling or playing any licensed game 

or gaming device within the Gun Lake Tribal Lands 

 Must possess the knowledge and ability to interact competently with all aspects of Audits, 

Accounting, Procurement, and Financial reporting 

 Must possess a strong work ethic including being service orientated 

 

KNOWLEDGE, SKILLS, AND ABILITIES  

(Applicants may be screened through written, oral, performance, or other evaluation procedures.)  

 Must be able to read, analyze and interpret reports from all gaming departments 

 Must be able to utilize all computer programs and technology required to effectively monitor gaming 

operations 

 Must have excellent leadership and management skills 

 Must have excellent negotiation skills 

 Excellent written and verbal communication skills, proper spelling, punctuation, grammar, office 

procedures 

 Exercise initiative, good judgment, courtesy, and discretion in all interactions 

 Flexible, highly organized and able to work independently 

 Must have excellent interpersonal, self-starter, organizational, and time management skills 

 Ability to manage multiple priorities and adjust to changing priorities in a professional manner 

 Ability to maintain records, type reports and correspondence related to the TGC 

 Maintain the highest standard of confidentiality in all areas as required  

 Must be highly ethical and possess a high level of integrity 

 Ability to meet and communicate effectively with people and maintain favorable working 

relationships 

CONDITIONS OF EMPLOYMENT 

 The Gun Lake Casino is open 24 hours per day.   As a result, Gaming Commission employees may be 

required to work shifts that may include evenings, weekends and holidays as assigned 

 Work is essentially conducted in a standard office setting but may require travel and periodic high 

concentrations of noise and second-hand tobacco smoke associated with casino settings 
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 The Executive Director shall not have any personal interest in any gaming operations or gaming 

vendor 

 All Commission employees shall follow all conditions of employment as stated in the 

 Gun Lake Tribal Government Employee Handbook 

 

DISCLAIMER AND CONDITIONS OF EMPLOYMENT 

The above statements are intended to describe the general nature and level of work being performed by persons 

assigned to this job.  These statements are not intended to be construed as an exhaustive list of all 

responsibilities, duties and skills required.   

 

EMPLOYER BENEFITS  

The Gun Lake Tribe offers a rich benefits package that includes medical, dental and vision coverage, life 

insurance, short and long term disability, 401K with employer matching contributions and a Pension Plan. 

 

ADDITIONAL INFORMATION 

All applicants must be able to demonstrate their US work authorization during the employment verification 

process. The pre-employment process also requires the ability to pass a criminal background investigation and 

drug/alcohol test.   

 

INDIAN PREFERENCE 

The Match-E-Be-Nash-She-Wish Band of Pottawatomi Indians recognizes Native American preference in its 

hiring and employment policies. 

 

Please submit a cover letter, resume, and application to be considered for the position.  Applicant 

information may be submitted via mail, fax, in person, or by e-mail.  Letters may be sent through U.S. Postal 

Service, must be postmarked no later than the closing date of the posting period.  Please submit your applicant 

information for the position to one of the following:  

 

 

Applicant information can be brought in person or mailed to: Gun Lake Tribe         

        Attn: Human Resources   

        2872 Mission Dr.  

Shelbyville, MI 49344 

     

        E-Mail:  jobs@glt-nsn.gov 

Fax: (269) 397-1786 
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