
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 – Full Time 
Community Relations and Development 

 

Posted:   5/10/2016                 Closing Date:  Open Until Filled 

The Salvation Army Alaska Division is seeking a full time Administrative Assistant to support the Community 
Relations and Development (CRD) department.  This position functions as the clerical assistant to the director 
and assistant director of the department.  The Administrative Assistant will perform a variety of detailed and 
advanced administrative duties.  Assignments are performed with some independence but in conformance with 
established office policies and guidelines. This is a full time position (30 hours per week) with benefits.  Starting 
rate: $17.00/hour. 
 
ESSENTIAL FUNCTIONS INCLUDE but are not limited to: 

 Assist with written, verbal, and electronic communications including creating appropriate donor/prospect 
communications as directed 

 Assist with research and the collection of information from various sources 

 Prepare agendas, meeting minutes, routine reports, and correspondence as directed 

 Establish, maintain, and document a departmental filing/document retrieval system 

 Perform data entry in a variety of computer applications 

 Serve as back-up gift processor during peak donation periods 

 Assist Volunteer/PTM Coordinator in recruiting volunteers to meet CRD departmental needs 
 
MINIMUM QUALIFICATIONS: 

 Bachelor’s Degree in related field preferred; years of progressively responsible experience may substitute on a year-
for-year basis for the education requirement 

 Successful experience in sales, marketing, customer service, or major gifts desirable; prior experience in the non-
profit sector highly desirable 

 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 

 Proficient in Microsoft Office Suite:  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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