Office Manager

Reports to:
Tribal Administrator

Classification:
Full-time, permanent, Nonexempt

Job Summary:
The Office Manager is responsible daily for ensuring the smooth operation of the office and administrative functions, as well as providing administrative support to the Tribal Administrator and Tribal Council.  In addition, the Office Manager will be involved in coordinating and providing logistical support for various activities throughout the year.
Reporting Relationship:

Reports to:
Tribal Administrator 
Supervisor of: Office Technician, Receptionist and On-call Staff
Responsibilities:

1) Coordinate various project activities and ensure logistics are carried out. 

2) Facilitate regular communication with tribal members through quarterly newsletters, regular mailings, and social media.
3) Provide administrative support to the Tribal Administrator and Staff, including drafting letters, making initial communications, and coordinating appointments. 
4) Coordinating Dig Afognak Logistics. Book reservations and distribute promotional material. Configuring and maintaining Camp Brain website.

5) Present a professional, welcoming first contact to all tribal members, funders, vendors, Council members, staff, media, etc… - by phone, in person and email.  
6) Responsible for development and implementation of efficient office systems.
7) Responsible for keeping office equipment maintained and in working order. 
8) Provides support with maintenance of all governmental documents, providing they get signed appropriately and stored.
9) Responsible for incoming and outgoing mail, shipping and receiving.
10) Responsible for maintenance of common spaces for appearance and functionality.
11) Responsible for managing general office supplies.
12) Provides support with mass mailings of published materials & enrollments correspondence.
13) Provides support for Marketing/Communications; maintain mailing list, assist with mailings and packets, consistent updating of NVA website and social media sites.
14) Assist in the completion of special projects as assigned by supervisor.
15) Maintain strict confidentiality in all matters.

16) Perform other duties as assigned by the supervisor.

17) The incumbent shall work well under pressure, meeting multiple and sometimes competing deadlines. The incumbent shall always demonstrate cooperative behavior with colleagues, supervisors, and NVA members. 

                                                                                                                                      Minimum Requirements:

1. Bachelor’s Degree in business or related field. 

2. Two years’ experience managing cultural programs, administering grants and supervising employees, additional years of experience can be substituted for college degree.
3. Must possess a strong working knowledge of MS Office Suite programs and type a minimum of 50 wpm.
4. Must possess the ability to work well with others, be sensitive to community cultural values, and have strong oral and written communication skills.
5. Must maintain a neat appearance while working for the program.  Clothing which is stained or torn is not acceptable.  Jeans may be worn so long as they are neat in appearance.
6. Preference given to qualified NVA Tribal Member or descendant.

NVA IS AN EQUAL OPPORTUNITY EMPLOYER.  PREFERENCE IS EXTENDED TO QUALIFIED AMERICAN INDIAN/ALASKA NATIVE INDIVIDUALS FOR APPOINTEMENTS TO ALL POSITIONS ON THE STAFF (PUBLIC LAW 93-638 INDIAN SELF-DETERMINATION AND EDUCATION ASSISTANCE ACT, INDIAN PREFERENCE ACT, AND THE CIVIL RIGHTS ACT, 1968)
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