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.

b Title: | Contract Administrator | "¢ |1/11/2021| 20| 01/25/2022

Date:

Department: Housing Status: | Temporary Not to Exceed ] year

Yl Gracemont, Oklahoma| saerv: |Based on Experience
Location:

Job Summary:

Temporary contract position not-to-exceed one year with possible extension based on availability of funding. Under the general
direction of the Housing Director, this position initiates project and contract administration of the Caddo Nation Division of Housing
(CNDH) development projects. The primary focus is assisting with contractor and vendor pay applications, preparing contractor
solicitations, tracking design and construction budgets, securing all necessary CNDH approvals and ensuring that tribal, state,
federal, and granting agency policies are followed. Drafts and/or edits general provision specifications for construction projects for
review and approval by the Housing Director. Attends pre-bid and pre-construction conferences with contractors to outline and
explain project specific requirements and answer administrative and compliance questions as applicable. Continues close
communication with contractors and vendors throughout the duration of CNDH projects. Reviews project contracts to become
thoroughly familiar with terms and conditions, and understand the requirement of the parties. Performs construction and other
project contract monitoring functions which includes tracking and enforcing required budgets, insurance requirements, and other
reporting requirements.

Qualifications:

Bachelor’'s degree in contract management, business management or related field, preferred. At least 3 years of work experience
as a contract administrator, contract manager, or similar role in construction management. Fundamental knowledge of practices,
procedures, materials and equipment typical of building and facilities construction, maintenance and operations; building usage and
repair; project planning and management; building plans and specifications; local, state and federal building codes regarding public
and and Indian housing construction and maintenance, including environmental, accessibility, hazardous materials abatement,
energy efficiency, licensing, and permit requirements. Knowledge of Native American Housing Assistance and Self-Determination
Act (NAHASDA), applicable Department of Housing and Urban Development (HUD) rules and regulations, and Fair Labor
Standards.

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:

Must have a current valid Driver's License.

Must submit to a background check.

Work involves indoor and outdoor work at various project locations.
Ability to lift a minimum of 50 Ibs.

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

astockton@mycaddonation.com
Personnel Dept. Binger, OK 73009
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