


	Job Title:
	Community Center Operations Coordinator
	Posting Date:
	09/25/2026
	Closing Date:
	Open Until Filled

	Department:
	Administration
	Status:
	Part-Time, flexible schedule

	Location:
	Anadarko, OK


	Name
	Address
	Phone Number
	Fax Number
	Email Address

	Delaware Nation
Human Resources Dept.
	PO Box 825
Anadarko, OK  73005
	(405)247-2448
Ext. 1007
	(405)320-9495
	spitner@delawarenation-nsn.gov


Below you will find a detailed description of the vacancy being advertised herein. To be considered for the position you must fill out a Delaware Nation Employment Application, available at the Delaware Nation Tribal Complex or at www.delawarenation.com/human-resources/. Delaware Nation does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, disability, or any other characteristic protected by law. Delaware Nation reserves the right to apply and utilize Indian Preference in its hiring and employment activities, as allowed by Indian Preference guidelines.
Delaware Nation
Vacancy Announcement





Position Summary:
The Community Center Operations Coordinator, under the supervision of the Tribal Administrator, shall be responsible for the day-to-day operations of the Delaware Nation Community Center including the promotion of the center services, ensure compliance with center policy and procedures, event scheduling procedures, financial reporting, and facility maintenance. This position is a part-time position and will require you to work some evening or weekends.



Qualifications:

1. Experience in marketing, hospitality, event scheduling and administrative duties preferred
4. Knowledge of local codes and compliance laws preferred
2. Excellent professional verbal, written, interpersonal and computer skills
5. Excellent customer service skills
3. Excellent organizational skills
6. Experience in video and audio equipment a plus but not required




Applicant MUST possess and retain the following while employed with Delaware Nation in the advertised position:














	· Valid Oklahoma Driver License
	· Flexible schedule

	· Moderate computer skills with knowledge of Microsoft Office products
	· Demonstrated initiative, flexibility, creativity and problem-solving skills

	· Pass Background Check and pre-employment drug screen
	· Positive communication skills with the strictest confidentiality



	
· A current Delaware Nation Employment Application and Resume
· A Certificate of Degree of Indian Blood (CDIB), if applicable
· Current Valid Oklahoma Driver License
· Other Documents Deemed Applicable
Where to Apply:
To apply submit the following:

**A complete job description for the above advertised position may be obtained from the Delaware     Nation Human Resources Department.
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