
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 
 

Human Resources (HR) Assistant – Full Time 
Human Resources Department 

 

Posted:   10/07/2016                 Closing Date:  Open Until Filled 

The Salvation Army Alaska Division is seeking a full time Human Resources (HR) Assistant to work in the 
Divisional Headquarters’ Human Resources Department located in Anchorage, Alaska.  This position is 
responsible for the overall administrative support to the HR functions within the Alaska Division.  The HR 
Assistant will work closely with hiring managers and officers throughout the state of Alaska, ensuring the flow 
of information is efficient and accurate.  The position will also provide assistance to employees, fielding 
questions and concerns and providing follow-up as needed and/or directed.  This is a full time position with 
benefits.  Starting rate: $16.00/hour. 
 
ESSENTIAL FUNCTIONS INCLUDE but are not limited to: 

 Perform various background check requirements for both new and existing employees 

 Maintain employee records including personnel files and related documents 

 Receive, review, and process employment applications/resumes to hiring managers 

 Assist with other recruiting functions, which may include representing The Salvation Army at job fairs 

 Conduct the on-boarding process for new employees  

 Data entry into HRIS system as well as other electronic databases 

 Assist with meeting Affirmative Action and EEOC requirements 

 Cross train in benefits administration 
 
MINIMUM QUALIFICATIONS: 

 High school diploma or equivalency; additional college level training in human resources and/or business preferred 

 Four (4) years of responsible administrative experience with emphasis in personnel and employment preferred  

 Ability to organize workload, prioritize, and manage multiple projects and deadlines; adaptable to re-prioritize as 
necessary to ensure objectives are met timely and accurately 

 Knowledge of proper grammar, spelling, general office procedures, computers, and multi-media formats; must be able 
to communicate effectively both orally and in writing 

 Ability to maintain integrity of confidential communications or activities 

 Skill in establishing and maintaining positive working relationships with employees, officers, various organizations, 
and the public 

 Proficient in Microsoft Office:  Word, Excel, PowerPoint, Access, and Publisher; familiar with Lotus Notes 

 Current Alaska driver’s license and acceptable driving and criminal history records 
 
To apply for this position: 
Visit our website at http://www.salvationarmyalaska.org/alaska/career_opportunities, complete the application, and:  fax it 
to 907-276-2612; or scan/email to ak.hr@usw.salvationarmy.org; 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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