
JOB ANNOUNCEMENT 
 
The Oklahoma Department of Commerce is the primary economic development entity in the state. Our 
mission is to create and deliver high-impact solutions that contribute to job creation and that lead to 
prosperous lives and communities for all Oklahomans. Applications should be submitted in writing to: 
Oklahoma Department of Commerce, Human Resources, J-649, 900 North Stiles Ave.; Oklahoma City, OK 
73104 or via email to recruiter@okcommerce.gov.  
 
Anyone interested in being considered must submit a resume, cover letter and a list of reference 
sources to Human Resources.  Review of applications will begin immediately.  Deadline is Friday, July 
24, 2015 by 5PM. 
POSITION:   Programs Coordinator  
DIVISION:   Global Services Division 
SUPERVISOR:   Jennifer Springer  
JOB LOCATION:  Oklahoma City 
SALARY:   $40,000- $52,000 
JOB NUMBER:   J-649  
 
JOB DESCRIPTION AND FUNCTIONS: 
The Global Position provides support for programs related to foreign direct investment recruitment and 
retention, and supports Oklahoma businesses with exporting abroad.  
 
RESPONSIBILITIES: 

• Responsible for Customer Relations Management (CRM) database, tracking Division 
measurements and successes, business recruitment and expansion trends, and related monthly 
and annual reporting of all of the above. 

• Support the Global recruiting team in administrative functions including travel claims and 
procurement, scheduling prospect visitation, new company announcements, expansions, 
groundbreakings, hosting CEOs, community appearances, industry visits and other events, as 
well as coordinating with community/client schedules.  

• Project management involving foreign direct investment. 
• Coordinates the International Trade Offices with trade cases and projects. 
• Assist Oklahoma companies with international business matchmaking. 
• Assist in trade mission, shows, delegations and event assistance (both inbound and outbound). 
• Participate in foreign market research and company due diligence. 
• Other duties as assigned. 

 
KNOWLEDGE AND SKILLS: 
The successful candidate must have working knowledge of applicable federal and state laws and 
regulations relating applicable programs.  Also, he/she must have working knowledge of accounting 
principles for financial management, international trade, and project management. 

• Must be self-motivated, accountable, detail and goal-oriented, organized and deadline driven. 
• Must be proficient or have moderate experience in processing state travel claims. 
• Must have a strong aptitude for Customer Relations Management data base, specifically 

Microsoft.  
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• Must be proficient in Microsoft software including Outlook, Word, Excel and PowerPoint.  Must 
also be able to use the internet to complete necessary research and gather related information 
effectively and efficiently. 

• Must be able to work effectively with the general public and private and public sector partners. 
• Must maintain confidentiality regarding the work of the Division. 
• Ability to handle and prioritize multiple projects concurrently and independently, often under 

time restrictions. 
 
 
EDUCATION AND EXPERIENCE: 
A bachelor’s degree in one of the following fields: international trade development, economic 
development, or international relations, and minimum of five years of professional level experience in 
domestic/international levels in government or private sector. Professional level experience in a 
government or corporate setting is required. 
       
SPECIAL REQUIREMENTS: 
Applicants must possess the ability and willingness to perform job-related travel, which may require 
extended, unusual and irregular hours. 
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