JOB TITLE:

DEPARTMENT:

LOCATION:
SALARY:
GRADE:

REPORTS TO:

JOB SUMMARY:

WICHITA AND AFFILIATED TRIBES
POSITION DESCRIPTION

Energy Coordinator

Executive and Management Staff (EMS)

Tribal Complex

Minimum: $22.39  Midpoint: $28.77 Maximum: $34.14
EMS -7

Tribal Administrator

The Energy Coordinator is responsible for planning, developing, implementing, and overseeing energy
projects for the Wichita and Affiliated Tribes. This position provides strategic leadership and technical
oversight for all phases of tribal energy initiatives, including feasibility, funding, design, construction,
commissioning, and long-term operations. The Director ensures projects align with tribal sovereignty,
sustainability goals, community priorities, and applicable federal, state, and tribal regulations.

CORE DUTIES AND RESPONSIBILITIES:

1. Provides direct oversight of the daily operations, inclusive of fulfilling goals and objectives, as
required by applicable grant regulations.

2. Provides overall leadership and management of tribal renewable energy projects.

3. Serves as the primary subject matter expert on energy systems and renewable energy development.

4. Develops strategic plans and project roadmaps to advance tribal energy independence and

sustainability.

5. Coordinates with tribal leadership, departments, community members, consultants, utilities, and
external partners.

6. Ensures compliance with federal, state, tribal, and funding agency requirements.
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10.

11.

12.

13.

14.

15.

Composes and submits annual grant applications and proposals to funding agencies and actively
seeks and applies for funding from additional resources.

Develops and monitors operating budgets, grants, contracts, and project timeliness.

Prepares and submits mandatory progress, statistical, and narrative reports for all program
components as required by the funding agency. Ensures financials have been submitted on time.

Establishes long-term and short-term departmental goals and objectives.

Identifies funding sources and develops positive working relationships with individuals, agencies,
and organizations that may contribute to the accomplishment of department goals.

Creates, develops, implements, and promotes innovative partnerships and projects with other tribes
and federal agencies, state agencies, and other organizations.

Attends local, state, and regional energy-related meetings, conferences, and negotiations.

Prepares and submits quarterly reports to include progress in meeting identified strategic goals,
objectives, and activities during the previous quarter.

Performs all other duties as assigned by the Tribal Administrator.

SPECIFIC PROGRAM DUTIES:

1.

2.

10.

11.

12.

Serves as primary contact for energy projects and initiatives.

Conducts and oversees feasibility studies, site assessments, and energy resource evaluations.
Identifies suitable sites for energy installations on tribal lands and facilities.

Develops project scopes, schedules, and cost estimates.
Prepares Requests for Proposals (RFPs) and evaluates vendor and contractor bids.

Identifies, pursues, and manages funding sources including federal grants (DOE, BIA, EPA,
USDA), tax incentives, and partnerships.

Prepares and manages project budgets and financial reports.

Ensures compliance with grant conditions, reporting requirements, and audits.
Oversees engineering, procurement, and construction phases.

Monitors contractor performance, safety compliance, and quality assurance.
Ensures projects are delivered on time, within scope, and within budget.

Advises tribal leadership on renewable energy policy, energy sovereignty, and long-term energy
planning.
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13.

14.

15

16.

17.

18.

Promotes training and employment opportunities for tribal members in renewable energy.

Supports educational outreach related to energy conservation and sustainability.

. Collects data, compiles, and submits all mandatory performance reports to the funding agency.

Submits annual grant applications and proposals to funding agencies, and also actively seeks and
applies for funding from additional resources.

Maintains and evaluates community partnership relationships and agreements.

Performs all other duties as assigned by the Tribal Administrator.

EDUCATION AND EXPERIENCE:

1.

Not required, but preferred: Possess an Associate’s or Bachelor’s Degree in Engineering,
Renewable Energy, Environmental Science, Energy Management, Public Administration, or any
closely related field from an accredited College or University with three (3) years of verifiable,
successful work experience as an administrator or in a position of equal level or responsibility.

Minimum: 3 years of experience in a management capacity with demonstrated experience in
serving in a high-level managerial or supervisory capacity. Must be willing to complete all required
training and obtain any certifications, licenses, or credentials required for the position within
established timeframes.

KNOWLEDGE, SKILLS & ABILITIES:

1.

9.

10.

11.

Knowledge of grant and program administration, budget management, and financial projections,
as well as experience in grant writing.

Knowledgeable in Federal, State, and tribal energy regulations and permitting processes.
Knowledgeable of Tribal governance structures and sovereignty principles.

Skills in project management and organizational skills.

Skills in budget development and financial analysis.

Skills in grant writing and technical reporting.

Skills to read, analyze, and interpret documents and write routine reports and correspondence.

Skills in communication, both oral and written, to interact with departmental staff, clients,
officials, funding agencies, and other individuals regarding program and client matters.

Ability to analyze technical and financial data and make informed recommendations.
Ability to work independently and exercise sound judgement.

Ability to navigate through federal grant systems with little to no supervision.
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12. Ability to communicate effectively with tribal leadership, community members, and external
partners.

13. Ability to respect and integrate tribal values, culture, and community priorities into project
design and implementation.

WORK ENVIRONMENT:

Work is primarily performed in a professional office environment; however, frequent visits to energy
project sites are required to monitor progress, conduct inspections, and participate in meetings. Fieldwork
may involve exposure to outdoor weather conditions, uneven terrain, construction areas, and operating
equipment.

PHYSICAL DEMANDS:

Physical ability to work in an office setting and operate office equipment. See in the normal visual range
with or without correction; must be able to read computer screens and printed documents. While
performing the duties of this job, the employee is regularly required to stand, sit, and use hands and fingers
to operate office equipment. Light to moderate lifting is required.

SPECIAL REQUIREMENTS:

Possess a valid Oklahoma Driver’s License. Subject to a background check and drug screening. Must sign
a Confidentiality Agreement and abide by confidentiality regarding the program. The Wichita and
Affiliated Tribes hiring preference policy applies.

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
TRIBAL ADMINISTRATOR DATE
HUMAN RESOURCES DEPARTMENT DATE

Job descriptions are used primarily to identify the core duties and responsibilities of a position and to
determine 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.

WEC Approved: 03/06/2026 Page 4 of 4



	DEPARTMENT: Executive and Management Staff (EMS)
	LOCATION:  Tribal Complex
	SALARY:   Minimum: $22.39 Midpoint: $28.77 Maximum: $34.14
	GRADE:  EMS – 7
	REPORTS TO: Tribal Administrator

