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: | Executive Assistant to Council & Chairman Posting 08/07/2026 Closing Open Until Filled
Date: Date:
pepartment: | AdMministration Status: [Regular Full-Time E
L Suty Caddo Nation Headquarters Salary: |Rate of Pay based on experience and qualifications.
ocation:

Job Summary:

The Executive Assistant to Council and Chairman provides confidential administrative and clerical support
to the Tribal Council and Chairman while reporting directly to and being supervised by the Chief
Administrative Officer (CAO). The Executive Assistant assists with correspondence, communications,
scheduling, meetings, travel arrangements, records, and other administrative needs of Tribal Leadership.
The Executive Assistant coordinates priorities and assignments through the CAO and performs additional
administrative duties as assigned by the CAO.

Qualifications:

High school diploma or GED required. Minimum of two (2) years of administrative, executive support,
secretarial, or comparable office experience preferred. Must possess strong computer, written and verbal
communication, organizational, scheduling, and time-management skills. Experience working with Tribal
government, governmental entities, or executive leadership preferred. Must be able to maintain strict
confidentiality.

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:

The ideal candidate must be proficient in the use of smart phones. The ability to maintain information confidentiality is
a must. Strong knowledge of modern office practices and procedures, Business English, spelling and math. Sufficient
typing skills. Skills with Microsoft Word, Excel, and Publisher. Must have the ability to understand and follow oral and
written instructions to effectively communicate with staff and enrolled members of the Caddo Nation.

Application Procedure:
Submit the following:
e A current Caddo “Job Application”
e 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
e Other Documents Deemed Applicable

Where to Apply:
Name Address Phone Number Email Address
Caddo Nation of Oklahoma PO Box 487 (405)656-2344 hr@mycaddonation.com

Personnel Dept. Binger, OK 73009
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