
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: Subsidy Eligibility Specialist
	Posting Date: 09-29-22
	Closing Date: Open Until Filled
	Department: Child Care
	Status drop down: [Regular Full-Time]
	Status: (1) Position
	Duty Location: Caddo Nation Hdqtrs. Binger, Oklahoma
	Salary: $16.00-$26.00 per hour
	Job Summary: The Subsidy Intake participates as member of the Child Care Team in cooperation with all staff. 
Comply with the confidentiality policy and Personnel Policies and Procedures of the Caddo Nation. 
Accepts applications and considers approval or denial for initial, or redetermination periods of Child Care Families for Caddo Nation Child Care Subsidy programming.
Works directly with the Director to implement the Plan Preprint.
Uses Tribal Data Tracker Software to input and maintain current records of all CCDF Subsidy Children.
Aids in the annual reporting for the ACF 700 report, and investigation of family complaints.
Consumer Education: Plan events, training, or experiences for families centered on Health, Safety, Native Cultural, and Access to Quality Education.
Maintain files of matters in progress, monitoring, complaints, and enforcement of policies and procedures.
Attend Meetings, trainings/workshops, seminars, and conferences as required by Director.
Advocate for young children and their families to include Mental Health, Parent Involvement, and Disability Services. 
Performs other duties as assigned. 
	Qualifications: Knowledge of the principles, practices, and objectives of the Child Care Development Fund and must have understanding of eligibility practices.
Knowledge of modern office practice and procedures; Business, English, Spelling, and Math. 
Sufficient typing skills. 
Skills in Excel, Word, and Publisher.
Ability to work with Child Care Licensing, Communities, Providers, and Families in a positive manner.
Ability to be aware of Health and Safety Policies, Criminal Background Check Procedures, Quality Education Standards, and Identifying Child Abuse and Neglect. 
	Requirements: Must have a valid Driver's License, be insurable, favorable OSBI Check, and Criminal History Review.
Must have High School Degree/GED, 1 year experience with CCDF Subsidy Programming. 
Able to obtain a CPR and First Aid certifcation.
Ability to work with computer software to input and maintain records, generate reports, and other written materials.
Ability to follow oral and written instruction; to effectively communicate with applicants, providers, staff, families, and the public. 
	Text1: cwheeler@mycaddonation.com


