
 
 

THE SALVATION ARMY 
ALASKA DIVISION 

 
 “Doing the Most Good” is the Salvation Army’s distinct identifiable message.  It is a promise we make to all---
contributors, clients, associates, and officers.  It is also a promise to our employees to do the most good by offering 
a greater sense of purpose in their work, by providing training and mentoring opportunities, and by offering pay and 
benefits that allow employees and their families to feel secure in their futures. 

 

 
POSITION VACANCY ANNOUNCEMENT 

 

Administrative Assistant 
 

Date Posted:   05/13/2015               Closing Date:  Open Until Filled__ 
 
The Salvation Army’s McKinnell House Program is currently seeking an Administrative Assistant to 
provide advanced level administrative and clerical support to the McKinnell House Homeless Services 
Administrator.  With a minimum of supervision, the position performs clerical support duties in the areas 
of payroll hours reporting, property administration and vehicle liability reporting, contract compliance 
reporting, and food stamps reconciliation. The position assists with confidential employment related tasks 
and is responsible for assisting with funding and recordkeeping duties.  

  
Minimum Qualifications: 

1. Associate degree in a related business management or accounting field; Bachelor degree 

preferred. 

2. A minimum of two years responsible administrative experience and prior experience working with 

confidential recordkeeping, maintaining contracts, and preparing business correspondence with a 

minimum of supervision.   

3. Highly skilled in using computers, integrated databases, spreadsheets, with particular proficiency 

in Word, Excel, Access, PowerPoint, Lotus Notes, and other business software.     

4. Excellent oral and written communication and presentation skills; ability to work independently as 

well as in a cohesive team environment.  

5. Strong analytical and problem solving skills; ability to remain organized and handle multiple 

priorities while paying close attention to details and meeting scheduled deadlines. 

6. Ability to maintain strict confidentiality of sensitive information encountered in the performance 

of the job; ability to accurately compile funding reports, maintain business accounts, and 

perform reconciliations.  

7. Valid Alaska driver’s license and acceptable driving and criminal history record. 

To apply for this position, please visit our website at www.salvationarmy.org/alaska, download and 
complete the application, and fax to 907-276-2612 or drop off at 143 E. 9th Avenue, Anchorage, AK 
99501.  Please attach your resume or CV to the completed application form.  If you need assistance or 
accommodation to apply for this position, please contact Human Resources at 907-339-3435. 
     
 

The Salvation Army is an Equal Opportunity Employer 
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