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Job Title: Office Manager 
 

Job Description 

Coordinates and supervises office support services, facilities, and administrative staff.  Develops 

and employs a system to ensure that administrative needs for operations are met in a timely 

manner. 

Provide executive administrative support services to the Executive Director: including word 

processing; creating and maintaining both electronic and hard copy files; assisting in preparing 

special materials for presentations; preparing budgets, fiscal reports, contracts and other records 

and procedures.  Collects, reviews, copies, files and submits department time sheets. 

Responsibilities 
 Perform a variety of office management and administrative duties; 

 Greet visitors, answer phones; 

 Provides clerical and administrative support services, assist in preparing reports, budgets, and 

contracts and special materials for presentations  

 Maintain records, inventories, purchases, and organizes office supplies and equipment  

 Facilitates staff and board meeting, prepare meeting materials and meeting minutes. 

 Organizes office operations such as workspace assignment and layout; manage maintenance of 

office equipment including printers, copiers, and phone system; 

 Assists with coding invoices payment, receivables, and cash receipts; 

 Assist in development of marketing and publicity materials including social media, print pieces, 

e-newsletter, posters and press releases; 

 Perform any other duties as assigned  

 Occasional weekend hours for special events; 

Qualifications 
 Associates Degree is business related field or related experience in lieu of degree. 

 Strong time management skills and task prioritization skills are essential to ensure that 

administrative support is timely and short turnaround times are met for multiple projects. 

 Excellent verbal and written communications skills are required for this position.  The ideal 

candidate will demonstrate the knack to maintain pleasant working relationships, perform 

multiple tasks simultaneously, and uphold the highest level of confidentiality and 

professionalism.   

 Ability to work both collaboratively and independently; 

 Ability to manage a wide variety of tasks 

 High proficiency in Microsoft Office (Word, Excel, PowerPoint, Publisher); 

 Experience managing social media and electronic newsletters; 

 Must be a team player; 

 A sense of humor is welcome; 

 Valid driver’s license 

 Must pass a background record check  

 Experience and knowledge of Alaska Native cultures 

 


