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Alaska Network on Domestic Violence
& Sexual Assault



 


Office Coordinator I
Part-Time, Non-Exempt Position

The Office Coordinator is a key position, responsible for providing core administrative support for ANDVSA. The Office Coordinator is supervised by the Operations Coordinator and works closely with the Executive Director and financial staff. This is a 0.8 FTE position (30 hours) in the Juneau office. 
Major Areas of Responsibility
Provide support functions for Operations Team

· Manages the front desk and main phone line, greets visitors and distributes mail

· Makes purchases of office supplies and promotional materials as requested

· Books travel for employees and program participants

· Assists in planning conferences and meetings, prepares materials

· Assists with providing documentation for financial staff, including during the annual audit

· Manages shared, web-based platforms and resources 

Organize and maintain central files for grants and sub-award documents
· Includes award documents, contacts, phone numbers, passwords, key dates, special conditions, reporting requirements, and all related correspondence
· Manages and organizes electronic and  hard copies on hand in Juneau Office

· Maintains and regularly updates reporting calendar for grants

· Helps develop grant management tools as requested

· Ensures the development and maintainance of a grant management guidance tool
Perform other duties as assigned.
Qualifications

Skills and Experience
· Strong communications skills- oral and written
· Exceptional organizational abilities and the ability to manage multiple projects simultaneously
· Experience working in an office, with preference for experience with grant funded organizations
· Comprehensive computer skills and ability to learn new platforms quickly
Personal Attributes

· Creative and critical thinking skills
· Ability to work both independently and cooperatively in a team environment
· Willingness to adhere to the Network’s philosophy

· Commitment to the elimination of personal and societal violence in the lives of all Alaskans


Member Programs

Anchorage AWAIC, STAR   Bethel TWC   Cordova CFRC   Dillingham SAFE   Fairbanks IAC   Homer SPHH   Juneau AWARE   Kenai LeeShore Center   Ketchikan WISH   Kodiak KWRCC   Kotzebue MFCC   Nome BSWG  Petersburg  WAVE
Seward SeaView Community Services   Sitka SAFV   Unalaska USAFV   Utqiagvik AWIC   Valdez AVV

