Kiowa Tribe - sĂĐĂŶĐǇŶŶŽƵŶĐĞŵĞŶƚ
ĞůŽǁǇŽƵǁŝůůĨŝŶĚƚŚĞǀĂĐĂŶĐǇĂŶŶŽƵŶĐĞŵĞŶƚ͕ƋƵĂůŝĨŝĐĂƚŝŽŶƐ͕ĂŶĚƌĞƋƵŝƌĞŵĞŶƚƐ͘dŽďĞĐŽŶƐŝĚĞƌĞĚĨŽƌƚŚĞƉŽƐŝƚŝŽŶǇŽƵ
ŵƵƐƚĨŝůůŽƵƚĂ<ŝŽǁĂdƌŝďĞŵƉůŽǇŵĞŶƚƉƉůŝĐĂƚŝŽŶĂǀĂŝůĂďůĞĂƚƚŚĞ<ŝŽǁĂdƌŝďĂůŽŵƉůĞǆ͕ŽƌŵĂǇďĞĨŽƵŶĚĂƚ
ǁǁǁ͘ŬŝŽǁĂƚƌŝďĞ͘ŽƌŐͬũŽďͲǀĂĐĂŶĐŝĞƐ͘Śƚŵů͘dŚĞ<ŝŽǁĂdƌŝďĞĚŽĞƐŶŽƚĚŝƐĐƌŝŵŝŶĂƚĞŝŶĞŵƉůŽǇŵĞŶƚŽƉƉŽƌƚƵŶŝƚŝĞƐŽƌƉƌĂĐƚŝĐĞƐŽŶ
ƚŚĞďĂƐŝƐŽĨƌĂĐĞ͕ĐŽůŽƌ͕ƌĞůŝŐŝŽŶ͕ƐĞǆ͕ŶĂƚŝŽŶĂůŽƌŝŐŝŶ͕ĂŐĞ͕ĚŝƐĂďŝůŝƚǇ͕ŽƌĂŶǇŽƚŚĞƌĐŚĂƌĂĐƚĞƌŝƐƚŝĐƉƌŽƚĞĐƚĞĚďǇůĂǁ͘dŚĞ<ŝŽǁĂ
dƌŝďĞŝƐƐƵďũĞĐƚƚŽĂƉƉůŝĐĂďůĞ/ŶĚŝĂŶWƌĞĨĞƌĞŶĐĞŐƵŝĚĞůŝŶĞƐĂŶĚƌĞƐĞƌǀĞƐƚŚĞƌŝŐŚƚƚŽĂƉƉůǇĂŶĚƵƚŝůŝǌĞ/ŶĚŝĂŶWƌĞĨĞƌĞŶĐĞƐŝŶŝƚƐ
ŚŝƌŝŶŐĂŶĚĞŵƉůŽǇŵĞŶƚĂĐƚŝǀŝƚŝĞƐ͘

Contract Specialist

WŽƐƚŝŶŐ
ĂƚĞ͗

ĞƉĂƌƚŵĞŶƚ͗

Procurement/Property

^ƚĂƚƵƐ͗ Regular Full-Time

ƵƚǇ
>ŽĐĂƚŝŽŶ͗

Carnegie, Oklahoma

^ĂůĂƌǇ͗

:ŽďdŝƚůĞ͗

08/06/18

ůŽƐŝŶŐ
Open Until Filled
ĂƚĞ͗

Amendment #1

$20.00 - $25.00 per hour

:Žď^ƵŵŵĂƌǇ͗

Under the supervision of the Executive Director, this position is responsible for contract management and
contract administration functions including pre-award and post-award contracting functions from small to
large value construction, architectural/engineering contracts, and other consulting, supply/service contracts,
and leasing and maintenance contracts for the Kiowa Tribe. Monitors contractors performance, reviews
invoices, and approves for payment. Evaluates and negotiates contract changes to contract price and scope
and prepares modifications, when needed. Responsible for implementing the purchasing system according
to established standards and guidelines; determining which procurement method purchase request is
required (e.g., micro-purchase, small purchase, sealed bid, competitive or non-competitive proposals) and
contract type, fixed-unit, firm-fixed, cost reimbursement, etc.


YƵĂůŝĨŝĐĂƚŝŽŶƐ͗
Bachelor's Degree in Business Administration with a minimum of 2 accounting courses or 5 years of professional experience working in
procurement, contracting, and property field.
Understanding of Federal Acquisition Regulations related to procurement and property management functions.
Knowledge of various types of contracts, i.e., fixed-unit price, firm-fixed price, costs-reimbursable and methods of contracting.
Experience in the administration of public sector design and construction contracts from solicitation to close-out.
Ability to plan, assign, and supervise all procurement, property, contacts and motor vehicle functions.
Excellent interpersonal and negotiation skills.
**This amends the closing date of the announcement to: Open Until Filled**


ĂƐŝƐŽĨZĂƚŝŶŐ͗ŶĞǀĂůƵĂƚŝŽŶŽĨĞĚƵĐĂƚŝŽŶĂŶĚĞǆƉĞƌŝĞŶĐĞǁŝůůďĞĐŽŶĚƵĐƚĞĚŽŶƋƵĂůŝĨŝĞĚĂƉƉůŝĐĂŶƚƐ͘WůĞĂƐĞƐƵďŵŝƚĂďƌŝĞĨ
ƐƵŵŵĂƌǇĚĞƐĐƌŝďŝŶŐŚŽǁǇŽƵŵĞĞƚƚŚĞƋƵĂůŝĨŝĐĂƚŝŽŶƐĂƐůŝƐƚĞĚĂďŽǀĞ͘
ZĞƋƵŝƌĞŵĞŶƚƐ͗


Must have a Valid Oklahoma Driver's License and be insurable under the Kiowa Tribe's liability insurance regulations.
Must submit to and pass an OSBI background check.
Must pass pre-employment drug testing and subject to random drug screening in accordance with the Kiowa Tribe's
Drug-Free Workplace Policy.


ƉƉůŝĐĂƚŝŽŶWƌŽĐĞĚƵƌĞ͗
^ƵďŵŝƚƚŚĞĨŽůůŽǁŝŶŐ͗
x ĐƵƌƌĞŶƚ<ŝŽǁĂ͞:ŽďƉƉůŝĐĂƚŝŽŶ͟
x ĐŽƉǇŽĨ/ŶĚŝĂŶWƌĞĨĞƌĞŶĐĞ&ŽƌŵϱͲϰϰϯϮ͕ŝĨĂƉƉůŝĐĂďůĞ
x ƵƌƌĞŶƚǀĂůŝĚKŬůĂŚŽŵĂƌŝǀĞƌ͛Ɛ>ŝĐĞŶƐĞ
x ŽůůĞŐĞĞŐƌĞĞĂŶĚͬŽƌdƌĂŶƐĐƌŝƉƚ͕ĞƌƚŝĨŝĐĂƚĞƐŽĨŽŵƉůĞƚŝŽŶŽƌWƌŽĨŝĐŝĞŶĐǇ
x KƚŚĞƌŽĐƵŵĞŶƚƐĞĞŵĞĚƉƉůŝĐĂďůĞ
tŚĞƌĞƚŽƉƉůǇ͗
EĂŵĞ
ĚĚƌĞƐƐ
WŚŽŶĞEƵŵďĞƌ
&ĂǆEƵŵďĞƌ
;ϱϴϬͿϲϱϰͲϮϴϱϱ
WKŽǆϭϬ
;ϱϴϬͿϲϱϰͲϲϯϭϳ
<ŝŽǁĂdƌŝďĞ
ĂƌŶĞŐŝĞ͕K<ϳϯϬϭϱ
,ZĞƉƚ͘

ŵĂŝůĚĚƌĞƐƐ
ŚƌΛŬŝŽǁĂƚƌŝďĞ͘ŽƌŐ

