Assistant Finance Officer/ Purchasing Officer
Oklahoma County District Attorney

Minimum requirements: 3 years of clerical experience; or an equivalent combination of education and experience.
Knowledge, Skills, and Abilities:  Include knowledge of the procedures and techniques of business communications; of spelling, punctuation, business English, Microsoft Word and Excel, business arithmetic and public relations. Skill is required to type accurately at a rate of forty words per minute. Ability is required to handle confidential work with tact and discretion; to exercise judgment in interpreting and applying rules or policy; and to establish and maintain working relationships with others.  Good organizational skills are required to keep pace with proper inventory levels and purchasing requests. A history of excellent attendance is required.  The ability to represent the District Attorney’s Office in a professional manner is of utmost importance.  Experience in purchasing is a plus.
Starting Salary: Commensurate with education and experience.

Please mail resumes to:

Oklahoma County DA’s Office

Attn: Jayne Adkisson
320 Robert S. Kerr, Suite 505

Oklahoma City, OK 73102

