
                                              
OKLAHOMA BUREAU OF NARCOTICS AND DANGEROUS DRUGS CONTROL 

 

VVAACCAANNCCYY  AANNNNOOUUNNCCEEMMEENNTT  
UNCLASSIFIED POSITION 

 

Opening Date: January 22, 2013            Closing Date: February 5, 2013 
 

 

Job Family / Code: Program Administrator/Education Outreach for PMP 
 (2 Year Grant Position) 

Position Numbers: 47700012 
Announcement Number: 13-1 
Salary : $3,150.00 
Number of Vacancies: 1 
Work Locations: OBN Headquarters, OKC 
Division: Prescription Monitoring Program 
 

Application Filing Procedures:  Please submit to Human Resources on or before the closing date a: 

 Cover letter that includes the title of the position, announcement number, and daytime telephone number. 

 Resume. 

 Copy of the most recent completed employee service evaluation (PMP). 

 

Requirements: Non-OBN applicants must pass a background investigation, polygraph examination and drug screen.   

 

Knowledge, Skills, and Abilities required at this level includes knowledge of public speaking, coordinating 

schedules, communicating missions, and development of presentations.  The ability to write materials, travel to 

locations and compile facts and research to support presentations.  Candidate must also be able to organize events 

such as conferences and booth opportunities and must be able to supervise, provide feedback and directions.  He 

or she must be able to critically correct and guide audience to meet the program’s objectives. 

 

Education and Experience requirements at this level consist of two years of technical work experience experience. 

 Applicants must have a working knowledge of Microsoft Word, Excel and PowerPoint.  A Bachelor’s degree is 

preferred in adult education, law enforcement, public health or related field. 

 

 Major Work Duties: 

 Daily coordination of activity including the scheduling of training sessions; 

 Perform instruction on PMP user interface for entry and reporting of OBN registrants; 

 Create and maintain user guides and other material to support OBN PMP education;  

 Builds relationships with medical community and other OBN registrants; 

 Provides technical assistance and consultation to businesses utilizing the PMP system; 

 Works with law enforcement agencies to understand and develop standard methodologies to enhance PMP 

reporting of scheduled prescriptions; 

 Develops partnerships and networks between selected public and private groups and agencies;  

 Generates documents and reports explaining impact, statistics and outlook of PMP program in Oklahoma and 

other boarder states;  

 Creates strategic planning outreach to specific registrant groups as needed.  

 

AApppplliiccaattiioonn  mmaatteerriiaallss  mmuusstt  bbee  rreecceeiivveedd  bbyy  55  pp..mm..  oonn  tthhee  cclloossiinngg  ddaattee..    SSeenndd  ttoo::     Human Resources 

● 419 N.E. 38
th
 Terrace ● Oklahoma City, OK 73105 ● Phones:  405-521-2885 / 405-530-3145 ● Fax:  

405-530-3889  

An Equal Opportunity Employer 


