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WICHITA TRIBAL SMOKE SHOP & FUEL STATION
JOB DESCRIPTION
JOB TITLE: Supervisor

Job Title: Supervisor

Location: Anadarko, OK

Department: Wichita Tribe Industrial Development Commission
Reports To: Multi-Site Manager

Status: Hourly, Non-Exempt

Schedule: Days, Evenings, Weekends, Holidays as needed

SUMMARY

The Wichita Tribal Smoke Shop & Fuel Station Supervisor is responsible for overseeing the
daily operations and ensuring compliance with all applicable laws, regulations, and internal
policies. This includes supervision of staff, inventory control, customer service, training, and
coordination with theWichita Tribe Industrial Development Commission (WTIDC). The position
also includes oversight of fuel-related compliance requirements, including environmental and
safety regulations.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Supervisor Responsibilities
Supervisors are expected to ensure that all employees under their direction understand and
adhere to the Wichita Tribe Industrial Development Commission Code of Conduct and Personnel
Policies.
Supervisors must:

e Provide positive leadership and foster a culture of loyalty, teamwork, and responsibility.

e Offer guidance on standards of conduct.

e Treat all employees fairly and consistently, avoiding discrimination and demonstrating

respect for their dignity.

Policy & Compliance

e Maintain a working knowledge of Oklahoma Tobacco Laws, WTIDC Personnel Policies,
Internal Controls, and Tax Commission Codes.



e Ensure all employees understand and comply with WTIDC policies and procedures.

e Ensure compliance with the WTIDC Code of Conduct.

e Maintain working knowledge of environmental compliance requirements related to fuel
operations, including applicable EPA regulations and underground storage tank (UST)
requirements.

Operations & Reporting

e Complete and maintain daily reports, inventory records, data files, and other required
documentation.

e Prepare daily deposits and complete Daily Cash Audit packets.

e Submit timely reports and paperwork to the WTIDC Business, including but not limited
to:

o Receiving logs, EOD reports, PLU reports, cash audits
o Inventory reports, employee paperwork, and Buy Down checks
o Monthly submission of manufacturer coupons for redemption

e Maintain documentation of product spoilage or damage.

e Process all fuel charges from the Wichita Tribe, WCD Enterprises, Sugar Creek Casino,
Tax Commission, Wichita Tribal Smoke Shop, and Wichita Tribal Smoke Shop & Fuel
Station.

e C(reate and submit invoices for Tribal Departments for the purchase of gas gift cards.

e Maintain accurate fuel inventory records, including daily tank readings, inventory

reconciliation, and variance reporting.

Customer Service & Sales

Operate the Point of Sale (POS) system and accurately balance cash drawers daily.
Address customer and employee complaints or disputes professionally.

Assist with product reorders and customer requests.

Stock merchandise and maintain store cleanliness.

Ensure accurate pricing and appropriate margin/markup strategies.

Inventory Management

Maintain optimal stock levels and reorder points.
Conduct routine, special, and perpetual inventory counts.
Assist with inventory audits conducted by WTIDC or external auditors.

Fuel Operations & Environmental Compliance

Ensure compliance with all applicable environmental and safety regulations related to
fuel storage and dispensing, including requirements established by the Environmental
Protection Agency (EPA).

Monitor underground storage tanks (USTs) and fuel systems to ensure proper operation
and regulatory compliance.



Conduct and document daily fuel tank inspections, including dipstick readings, alarm
monitoring, and leak detection system checks.

Maintain records of fuel deliveries, inventory reconciliation, and required EPA
compliance documentation.

Immediately respond to and report fuel spills, leaks, or environmental hazards in
accordance with EPA guidelines and WTIDC procedures.

Ensure proper use and availability of spill kits and train staff on spill response
procedures.

Document all maintenance, repairs, and service performed on fuel pumps, tanks, and
related equipment.

Coordinate with appropriate regulatory agencies and vendors for inspections, compliance
checks, and corrective actions.

Training & Supervision

Train staff, both at hire and through ongoing professional development, including
interpersonal skills, communication, conflict and resolution.

Ensure all staff complete required training (We ID, Counterfeit Detection, Customer
Service, and fuel safety procedures).

Maintain employee files with job descriptions, evaluations, time records, training
certificates, emergency contacts, and more.

Complete formal written evaluations for full-time employees and submit copies to the
Tax Administrator.

Administrative & Communication

e Communicate and coordinate with tobacco company representatives regarding inventory,
buy-downs, and promotional programs.

e Respond to requests from the Business Director or Finley & Cook.

e Draft letters, memos, and official communication related to the operations (must be
reviewed by the Business Director prior to release).

e Conduct gas price surveys on Mondays, Wednesdays, and Fridays.

Employee Oversight

e Ensure employees do not clock in more than 5 minutes before scheduled time unless
pre-approved.

e Monitor department expenditures and forecast sales.

Knowledge, Skills, and Abilities:

Strong knowledge of tobacco retail compliance.

Working knowledge of fuel operations, environmental compliance, and safety
procedures.

Excellent organizational, communication, and interpersonal skills.
Proficiency in cash handling, POS operation, and Microsoft Office.



e Ability to multitask, solve problems calmly, and lead by example.
Qualifications

e Minimum 2 years of retail management experience.

e Strong communication, organization, and analytical skills.

e Proficient with Microsoft Word, Excel, email, and social media platforms (Facebook,

Instagram, etc.).

e Must be detail-oriented, self-motivated, and able to work independently.

e Valid Oklahoma Driver’s License required.
Education / Experience

e High school diploma or GED required.

® One-year certificate from college or technical school preferred.

e Equivalent combination of education and experience accepted.

e Strong entrepreneurial and hands-on approach to business management.
Language / Reasoning Ability

e Able to read, interpret, and communicate policies, procedures, and reports.

e Comfortable writing correspondence and speaking in group settings.

e Ability to apply common sense to solve a range of customer or staff-related issues.
Mathematical Skills

e Proficient in basic math, including percentages, ratios, and interpreting data.
Physical Demands

e Regularly required to stand, walk, use hands, and lift up to 25 pounds (occasionally up to

100 pounds).

e (Occasional climbing, stooping, kneeling, and crawling required.

e Must have good vision and the ability to evaluate product quality and read labels.
Work Environment

e Regularly works with money and inventory in a loud retail setting.

Disclaimer

This job description outlines general duties and responsibilities and is not intended to be an
exhaustive list. Duties may evolve to meet business needs.



PUBLIC RELATIONS

All employees are expected to maintain a clean and professional appearance, uphold a respectful
and courteous demeanor, and be well-informed about the facility in order to promote a positive
public image for the Wichita and Affiliated Tribes.



