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WICHITA AND AFFILIATED TRIBES 

POSITION DESCRIPTION 
 

 

JOB TITLE:  CCDF Program Inventory Management Coordinator 

 

DEPARTMENT: Administrative & Office Staff 

 

LOCATION:  Offsite: Child Care & Development Fund (CCDF) Office, Anadarko 

 

REPORTS TO: Child Care Services Administrator 

 

JOB SUMMARY:  

A computerized database system will be used to manage inventory.  The primary objective will be to 

maintain adequate levels of stock to meet daily distribution demands while minimizing excess supply. 

 

CORE DUTIES AND RESPONSIBILITIES: 
 

1. Responsible for maintaining goods and services delivered to the Wichita Child Care programs, 

and assists with assuring proper delivery of all products and services to programs in a timely 

manner. 

 

2. Oversee inventory and supply management according to Tribal policy.  

 

3. Perform critical inventory tasks to ensure the correct number of items are in stock. 

 

4. Maintain updated and accurate records of inventory, including transfers. 

 

5. Troubleshoot quantity discrepancies between stock and records. 

 

6. Respond to sales inquiries and create purchase orders; collect and analyze data to determine 

appropriate order quantities; process orders for shipment. 

 

7. Prepare, generate, and file all financial inventory reports; review reports weekly with Child Care 

Administrator. 

 

8. Prepare, generate, and file all provider expenditures. 
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9. Maintains Child Care Data Tracker file for CCDF reporting and logs payments received from 

childcare providers.  

 

10. Submits all payments for CCDF to vendors and childcare providers.  

 

11. Follow asset tracking processes, policies, and procedures. 

 

12. Asset assignments (check inventories in & out). 

 

13. Keeps asset space controlled, clean, labeled, and organized. 

 

14. Maintains confidentiality while submitting OKDHS Background Checks. 

EDUCATION AND EXPERIENCE: 
 

1. Associate’s Degree in Business Administration, Management or another related field is preferred. 

However, candidate must have completed at least two (2) years in Business Administration, 

Management, or other related field from an accredited College or University and/or a combination 

of education and work experience may be substituted and have at least four (4) years of experience 

in administration, each two (2) years of experience may be substituted for one year of completed 

study. The experience and training must be documented by previous work experience, and a copy 

of college transcripts is required to document education. 

 

2. Minimum of two years related experience purchasing. 

 

3. Be computer literate and able to operate software for letter processing and spreadsheets.  Must be 

knowledgeable in Microsoft Word, Excel, and PowerPoint database. 

 

4. Proficient with computers and other standard office technology. 

 

5. Must have the ability to organize and maintain clear and concise records. 

 

6. Must have the ability to understand and interpret Federal Regulations pertaining to procurement 

policy, property inventory, and retention of records.  

 

7. Must have communication skills, both oral and written, and have the ability to establish and 

maintain a working relationship with personnel, management, individuals, vendors, and various 

agencies.  

 

8. Familiarity with CCDF purchasing procedure and grant requirements. 

 

9. Superior organizational and communication skills.  

 

 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Work primarily in a climate controlled environment 
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with minimal safety/health hazard potential. Sedentary, sitting, walking, occasional lifting from floor, and 

bending. Frequent near vision use for reading and computer use. Frequent stressful conditions. The noise 

level in the work environment is usually moderate.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. Travel to other CCDF child care facilities 

or Tribe will be required. 

 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Must be physically able to operate a variety of 

office equipment such as a computer, printer, calculator, copy machine, telephone, etc. Physical demand 

requirements are at levels of those for sedentary work. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. Physical ability to lift 25 pounds, 

sit, climb, balance, stoop, kneel, and crouch. 

 

SPECIAL REQUIREMENTS: 

Possession of a valid Oklahoma Driver’s License. Must pass a background check, covid-19 test and drug 

screening. Must sign a Confidentiality Agreement and abide by confidentiality regarding program and 

personnel matters.  Indian Preference applies.  Direct Deposit is required. 

 

This certifies that I have read the position description and I am capable of performing all essential 

functions of the job. 

 
 
__________________________________________      
EMPLOYEE       DATE 

 

 

__________________________________________     

DEPARTMENT SUPERVISOR    DATE 

 

 

__________________________________________     

CHIEF OPERATIONS OFFICER   DATE 

 
 
__________________________________________     

HUMAN RESOURCES DEPARTMENT   DATE 

 
_____________________________________________________________________________________ 
Job descriptions are used primarily to assist in the identification of the core duties and responsibilities of a 
position and to be used in determining the level of compensation for the position.  Other duties and 
responsibilities may be added or removed at the discretion of the Wichita Affiliated Tribes Executive 
Management. 


