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Operations Coordinator I or II
37.5 hrs/week, Exempt Position

The Operations Coordinator is responsible for providing key operational support to all of ANDVSA’s three offices. This position also performs all essential human resource functions and manages the communications for the Network. The Operations Coordinator is the Operations Team Lead and is supervised by the Executive Director. This is a full-time position based in the Juneau office. 

Major Areas of Responsibility
Coordinate Human Resource Activities
· Prepare or maintain employment records related to events, such as hiring, termination, leaves, transfers, or promotions
· Interpret, explain and develop human resources policies, procedures, laws, standards, or regulations
· Conduct orientation to educate new hires of details such as benefits, schedules, and organizational expectations
· Coordinate enrollment, termination and changes of employee benefits
· Facilitate recruitment of new employees, process applicants, schedule interviews, sit on the hiring committee and coordinate transitions
Manage Media and Communications
· Manage creation, distribution, and maintenance of all print and electronic materials, including the annual report, Facebook page, website, and marketing materials
· Manage the annual Pick Click Give campaign to by engaging with past donors, promoting via social media and email campaigns, and developing relevant media and visuals
· Host webinars as required
· Track the Network’s media presence and develop new strategies for increasing outreach

Provide Operational Coordination and Oversight
· Manage all telecommunications accounts and platforms including landlines and cellular phones, internet, Readytalk, Basecamp, Survey Monkey, Citrix, Paypal and others
· Provide IT support, including equipment purchasing,  to staff and coordinate services with IT contractors as necessary
· Provide monthly Operations Reports summarizing the activities of the operations team, upcoming events, and dashboard metrics
· Manage Admin budget, approve expenditures for office supplies and act as backup for operations team as necessary 
· Act as Operations Team Lead and provide general administrative support as necessary
· Convene and facilitate a monthly operations team meeting
Qualifications

Skills and Experience
· Bachelor’s degree in human resources, communications, management or other applicable field*
· Minimum of two years of experience providing operational support and human resources functions
· Demonstrated proficiency with Word, Excel, Wordpress, Adobe InDesign
· Ability to quickly master various online platforms and software
· Detail-oriented, strong organizational and communication skills, and ability to meet deadlines
· Supervisory experience required
*One additional year of experience may substitute for the educational requirement and Master’s degree may substitute for one year of required experience. 
Personal Attributes
· Creative and critical thinking skills
· Ability to work both independently and cooperatively
· Willingness to adhere to the Network’s philosophy, policies and procedures
· Commitment to the elimination of personal and societal violence in the lives of all Alaskans
· Sense of humor
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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  
Seward SeaView Community Services   Sitka SAFV   Unalaska USAFV   Utqiagvik AWIC   Valdez AVV
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Alaska Network on Domestic Violence
& Sexual Assault




