
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: Executive Assistant - Strategic Development Support
	Posting Date: 4/20/26
	Closing Date: Until Filled
	Department: Wistsi Shared Services
	Status drop down: [Regular Full-Time]
	Status: 
	Duty Location: Hinton, OK
	Salary: $35,000 - $40,000
	Job Summary: The Executive Assistant will serve as a key support role to the Strategic Development Officer, providing administrative, organizational, and logistical support for ongoing projects and initiatives in Hinton, Oklahoma. This on-site position requires a highly motivated, independent professional who can take ownership of assignments, anticipate needs, and keep operations running efficiently with minimal supervision.
	Qualifications:  High school diploma or equivalent; associate or bachelor's degree preferred.
 2+ years of administrative or office management experience (tribal government or enterprise experience preferred).
 Demonstrated ability to work independently and make informed decisions in a fast-paced environment.
 Strong organizational and time management skills with attention to detail.
Proficiency with Microsoft Office Suite, Google Workspace, and digital collaboration tools.
 Excellent written and verbal communication skills.
Positive, professional attitude with a strong sense of initiative and accountability.
 Valid driver's license and ability to travel for site visits and meetings as needed.
	Requirements: Provide proactive administrative support to the Strategic Development Officer and Wistsi Shared Services leadership.

Independently manage scheduling, communications, and travel arrangements for on-site and off-site activities.

Prepare and maintain professional correspondence, reports, meeting notes, and presentations.

Track project pay apps, expenses, deliverables, deadlines, and progress updates with minimal direction.

Maintain organized filing systems (digital and physical) and ensure data integrity within shared platforms.

Coordinate procurement processes, vendor communications, and document routing.

Represent Wistsi Shared Services in a professional and courteous manner with community partners, tribal departments, and enterprise staff.

Maintain strict confidentiality while handling sensitive or proprietary information.
	Text1: hr@mycaddonation.com


