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SOUTHEAST ALASKA INDEPENDENT LIVING





Job Title: Administrative Assistant    


Part-Time: Mon – Friday
Department: Administration 



FLSA Status: Non-Exempt 
Reports to: Administrative Coordinator                   

Location: Juneau

Summary of Position:  Greet community members, answer agency phones, and provide support for the Taxi Voucher and Loan Closet programs in the Juneau office.
Responsibilities & Duties:  

· Represent the agency by serving as initial contact for consumers, service providers, and the general public
· Provide support for consumer intakes for Loan Closet and Taxi Voucher programs 

· Answer telephones and route to appropriate staff
· Greet persons entering the office and direct them to appropriate staff
· Maintain a binder of all local media regarding SAIL

· Process and route office mail 

· Assist with preparing office mailings 

· Maintain manual and electronic filing systems 

· Order and maintain office supplies and office equipment for Juneau office. Assist staff in outlying offices with ordering and inventory

· Carry out other assignments as required
Skills & Experience Required: 

· Embraces the Independent Living Philosophy 

· Serves as a role model for consumers of independent living 

· Ability to work independently and as a team

· Ability to work under pressure and meet tight deadlines while maintaining a positive attitude 

· Expertise with personal computers, including MS Office Suite 
· Possess a high school diploma or equivalent or a minimum of two years relevant experience in administrative support functions

· Strong organizational skills

Preferable, but not required skills and experience: 
· Knowledge of rural Alaska lifestyle and challenges 

· Knowledge of  Native Alaskan Cultures and traditional values 
· Personal experience with a disability and/or the independent living movement 
Core Competencies: 

· Ability to be flexible 

· Ability to communicate and work well with a variety of individuals 

· Ability to problem solve situations as they arise 

· Ability to work well in a team setting 
· Ability to have a sense of humor in a variety of situations
Physical demands: Ability to lift up to 50lbs – accommodations as needed. 
Work environment: SAIL offers a family friendly work environment. All offices are casual. We encourage open and honest communication between team members. The work environment is positive and friendly. 

Possible exposure to inclement weather; Southeast Alaska is located in a temperate rainforest. Rainfall is common at any time of the year. Snowfall can be heavy at times. Summers are marked by up to 18 hours of daylight while winter has as little as 6 hours of daily light. 
NOTES:  Position will include travel around Alaska and outside of the state at times. Southeast Alaska Independent Living (SAIL) is an at-will employer
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