Position: Administrative Assistant o
Location: Wasilla UMV Branch U M V
Reports to: President

Status: Non-Exempt
Functions: Administrative assistance and community engagement

PRIMARY FUNCTIONS:

The Administrative Assistant performs high-level clerical, recordkeeping, customer service support
and brand management for the management team through various administrative duties and skilled
tasks to assist with the organization's smooth operation.

DUTIES AND RESPONSIBILITIES:
Management Support:

e Serve as the primary point of contact for the management team members, manage
calendars, schedule meetings, and coordinate appointments.

e Prepare and distribute correspondence, reports, and presentations on behalf of the
management team.

e Arrange travel accommodations, including flights, lodging, and transportation.

e (Conduct research, compile data, review documents and prepare reports for management
decision-making.

e Collaborate with the HR Manager to facilitate employee recruitment and onboarding.

e Assist finance with tasks supporting operations and record keeping.

Administrative Assistance:

e Provide administrative support to the management team, manage emails, answer phone
calls, and handle inquiries promptly and professionally.

e (Coordinate and prepare materials for meetings, conferences, and special events, including
agendas, presentations, and meeting minutes.

e Assist with document preparation, proofreading, and editing to ensure accuracy and
professionalism.

e Maintain and update company physical and electronic records, including confidential files,
contracts, and organizational charts.

e Assist with call center functions including receiving calls, responding to Teams messages
and routing correspondence.

e Audit transaction documents before submitting them to management for review.

Office Coordination:

e Assist with office supply management, inventory control, and vendor relationships.
e Coordinate with IT support to troubleshoot and resolve technology-related issues.
e Maintain a clean, organized office environment.

Communication and Brand Management:

e (Coordinate, set up and oversee community engagements and company events.

e (ollaborate with advertising agency for company materials and brand support.

e Serve as a liaison between management, staff, clients, and external stakeholders,
maintaining professional and positive relationships.

e (Coordinate and schedule meetings with internal and external parties, ensuring efficient
communication and follow-up.

e Prepare internal communications, newsletters, and announcements.
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e Handle sensitive and confidential information with discretion and always maintain
confidentiality.

Compliance:

e Comply with company policies and procedures and Alaska State Law.

e Present oneself with a professional, businesslike image at work and when engaged with the
community.

e Provide accurate reporting of actual hours worked, PTO and holidays.

Additional Duties:

e Engage with branch clients and perform basic DMV transactions.
e Other duties as assigned.

QUALIFICATIONS AND SKILLS

e Excellent organizational and time management skills, with the ability to prioritize and
multitask effectively.

e Strong verbal and written communication skills.

e Proficiency in MS Office Suite (Word, Excel, PowerPoint) and other relevant software.

e Discretion and confidentiality when handling sensitive information.

e Attention to detail and a high level of accuracy.

e Ability to work independently with minimal supervision and as part of a team.

e Flexibility to adapt to changing priorities and deadlines.

e Professionalism, tact, and diplomacy in dealing with management and stakeholders.

EDUCATION AND EXPERIENCE:

e Minimum of a high school diploma or equivalent.
e Three to five years of experience in related roles, with proven successful administrative and
program leadership experience required.

PHYSICAL REQUIREMENTS:

e Prolonged periods of sitting and standing and working on a computer.
e Must be able to lift 50 pounds.
e Must be able to travel
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