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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 
 

Scheduler - Full Time 
Older Alaskans Program 

 
Date Posted:   7/27/2015             Closing Date:  Open Until Filled__ 
 
The Salvation Army Older Alaskans Program (OAP) has an opening for a full-time Scheduler to be 
responsible for scheduling of appointments and nutrition services to include meal delivery services.  This 
position administers meal counts and changes to delivery routes on a daily basis.  The Scheduler also 
maintains appointment calendars and acts as liaison between clients and caregivers on scheduling 
matters.  The position is responsible for maintenance of accurate client records both electronically and 
hard-copy and also serves as the receptionist backup.  This is a full time, benefited position. 

 
Minimum Qualifications: 

 High School diploma or GED 

 Ability to communicate effectively both orally and in writing with sound, courteous customer service 
and phone skills 

 Proficiency with word processing and spreadsheet applications (specifically Word and Excel); type 30 
wpm 

 Ability to handle multiple tasks, set priorities, and deal with interruptions in a busy environment 

 An interest in working with the elderly and/or disabled clients is desired 

 Acceptable criminal history background 
 

 
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 907-339-3436. 
     
 

The Salvation Army is an Equal Opportunity Employer 
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