
Caddo Nation of Oklahoma - Vacancy Announcement
        Below you will find the vacancy announcement, qualifications, and requirements. To be considered for the position you 
must fill out a Caddo Nation of Oklahoma Employment Application available at the Administration building, or may be found 
at www.mycaddonation.com/employment. The Caddo Nation of Oklahoma does not discriminate in employment 
opportunities or practices based on race, color, religion, sex, national origin, age, disability, or any other characteristic 
protected by law. The Caddo Nation of Oklahoma is subject to applicable Indian Preference guidelines and reserves the right 
to apply and utilize Indian Preferences in its hiring and employment activities. 

Job Title: Posting 
Date: 

Closing 
Date: 

Department: Status: 

Duty 
Location: Salary: 

Job Summary: 

Qualifications: 

Basis of Rating: An evaluation of education and experience will be conducted on qualified applicants. Please submit a brief 
summary describing how you meet the qualifications as listed above. 
 

Requirements: 

Application Procedure: 
Submit the following: 

• A current Caddo “Job Application”
• A Certificate of Degree of Indian Blood (CDIB), if applicable
• Current valid Oklahoma Driver’s License
• College Degree and/or Transcript, Certificates of Completion or Proficiency
• Other Documents Deemed Applicable

 

Where to Apply: 
Name Phone Number 
Caddo Nation of Oklahoma 
Personnel Dept. 

Address 
PO Box 487 
Binger, OK 73009

(405)656-2344 
Email Address 

http://www.mycaddonation.com/employment

	Job Title: Court Administrator/Court Clerk
	Posting Date: 
	Closing Date: Until Filled
	Department: 
	Status drop down: [Regular Full-Time]
	Status: 
	Duty Location: Caddo County, OK
	Salary: $39,520 - $58,240 Based on experience
	Job Summary: The Court Administrator/Clerk of Court will be responsible for all aspects of court operations. The duties will involve the usual responsibilities of such positions—including handling all filings and management of official records, scheduling dockets, preparation of court minutes, and assisting with trials and hearings. The Clerk will oversee computer records and transcription systems. The Court Administrator will assist in the preparation and administration of the court budget, arrange for court security, handle public information, and provide administrative management of jurors and witnesses. 
The position is one of trust and involves the management of court funds.  The Court Administrator/Court Clerk must be able to develop relationships of trust and respect with litigants, legal professionals, judges, and the public. 
Although a new court, the docket is expected to grow in the first year. The position may involve supervision of a deputy court clerk in the future. 

	Qualifications: Bachelor’s Degree from an accredited college or university in Business Administration, Public Administration, Criminal Justice, or a closely related field is preferred; or, significant experience in a closely related field for no less than four years is acceptable in lieu of the preferred educational requirements.  Minimum of four (4) years professional experience in the legal or judicial system is also preferred.   Experience with court management computer systems, budgeting, and strategic growth also preferred. 
	Requirements: • Cover letter describing interest and qualifications 
• Resume 
• Proposed salary or compensation structure (negotiable/competitive) 
• Professional references 
• Examples of completed projects, strategic plans, or relevant portfolios (optional but encouraged) 

	Text1: hr@mycaddonation.com


