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Accountant:  This full-performance professional position 
is responsible for a wide range of accounting activities 
related to the preparation of organization budgets, the 
maintenance of a complete and accurate general ledger and 
the resulting managerial reports and financial statements. 
This position typically requires an undergraduate degree 
in accounting (or equivalent experience) plus three-to-
five years of professional-level experience.

Accounting Specialist: This mid-level administrative 
support position is primarily responsible for maintaining 
financial reports. This includes, but is not limited to, 
preparation of monthly billings for member companies, 
year-end closings for federal tax return preparation, re-
determination of membership percentages, W-2’s, 401(k) 
and pension plan balancing. Typically requires a two-year 
accounting degree or equivalent experience.   

Accounts Payable Clerk: This position is responsible for 
the processing of customer/client/vendor invoices and 
payment to ensure expenses are recorded and paid in an up 
to date and accurate manner. Will receive and date stamp 
all incoming mail to the department daily; distribute 
incoming invoices for coding, verifying and auditing the 
approval of invoices, and verify that transactions comply 
with all policies and procedures.

Administrative Assistant: This position provides a full 
range of administrative services to one or two managers or 
a larger group of staff members depending upon the level 
of experience of the incumbent and the organizational 
structure. Incumbents are skilled in various software 
applications including spreadsheet, word processing, 
database, and internet. Administrative efforts relieve 
supervisors and/or staff members of detailed support 
activities.

Administrative Assistant/Receptionist: This position 
greets customers and clients; answers incoming telephone 
calls; directs callers to the proper person or department; 
pages persons and maintains record of caller’s name and 
affiliation; performs general clerical duties such as typing, 
filing, and recordkeeping.

Case Manager I/Social Worker/Care Coordinator (non 
MSW): Under supervision, case managers are responsible 
for coordinating services on behalf of clients and their 
families within the home and community. Duties include 
crisis intervention, advocacy, treatment planning and 
service coordination within an interdisciplinary team 
framework. The position is typically required to hold a 
bachelor’s degree and have one-to-three years’ experience 
working with clients.

Case Manager II/ Social Worker/Care Coordinator (MSW): 
Under supervision and in addition to the job duties 
identified in Case Manager I, this level is expected to 
mentor entry level case managers; maintain higher billing 
expectations; assist with client assessments; and provide 
trainings when appropriate. The position typically requires 
a bachelor’s degree plus three-to-five years of experience. 

Chief Executive Officer / Executive Director: This position  
also referred to as Executive Director, directs all 
administrative, fiscal, program, public relations, and human 
resource activities of the organization. Working closely 
with a Board of Directors, develops and maintains the 
organization’s mission, vision, strategic plans, and goals; 
manages the budget and oversees all financial reporting; 
implements and adheres to organizational policies 
and procedures and applicable state, federal, and local 
government regulations and requirements; serves as the 
primary agency spokesperson and liaison to the community 
and other organizations.

Clinical Director: This position is responsible for the 
overall supervision of mental health services. The director 
oversees the mental health staff; develops and maintains 
services that adhere to principles of normalization and 
community integration as well as state and national 
standards; is responsible for the development and 
implementation of individualized services for persons 
that experience a psychiatric disability and/or co-
occurring developmental disability; addresses placement 
or maintenance in normative (least restrictive) 
community setting; handles coordination, brokering 
and/or purchasing of direct and ancillary services. The 
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position typically requires a master’s degree plus eight-to 
ten-years of experience and applicable licensure.

Clinical Records Clerk: This position is responsible 
for accurately establishing and maintaining the client 
records of the organization. The position processes 
intakes and discharges; charts transfers; creates and 
organizes electronic and/or hard copy charts; responds to 
inquiries; prepares records for clinical staff appointments; 
updates DIAG screen from Psychiatric Evaluations 
and Diagnosis Change data; tracks open and closed 
charts and requests records from other facilities. This 
position is also responsible for processing all release-of-
information requests to the organization and must adhere 
to standards established by Alaska regulations that govern 
confidentiality of records. This position keeps a log of 
requests, responds and records action taken. The position 
typically requires one year of experience working with 
medical records in a hospital or outpatient setting.

Clinician I: This position is responsible for providing 
clinical consultation, guidance, quality assurance, training, 
and therapeutic services to consumers which may include 
children who experience severe emotional disturbance 
and/or adults who experience both a developmental and 
psychiatric disability. The position typically requires a 
master’s degree plus one-to-three years of experience.

Clinician II: This position is responsible for providing 
clinical consultation, guidance, quality assurance, training, 
and therapeutic services to consumers which may include 
children who experience severe emotional disturbance 
and/or adults who experience both a developmental and 
psychiatric disability. The position typically requires a 
master’s degree plus three-to-five years of experience and 
applicable licensure.

Curator: This position directs and coordinates activities 
in an operating exhibiting institution including museums, 
botanical gardens, arboretums, art galleries, and zoos. 
Duties typically include a combination of instruction/
education programs, purchase/acquisition, exhibits, care 

and conservation, research and public service objectives 
of the institution. Related administrative duties are also 
performed. The position typically requires specialized 
training as demonstrated by a specific bachelor’s or 
master’s degree and often involves expert knowledge/
experience of one or more specific areas.

Custodian: This position provides cleaning and janitorial 
services for the organization; ensures the lobbies, 
bathrooms, offices, and other spaces are maintained in a 
clean and attractive manner for clients and employees.

Database Administrator / Manager: This position evaluates 
need then designs, tests, implements and maintains 
complex database management systems; installs systems 
and related systems software; addresses security, optimizes 
performance, analyzes problems, provides technical 
consultation and develops operational guidelines.  Typically, 
three-to-five years of experience is required. 

Deputy Director / Chief Operations Officer: This position 
may also be referred to as Chief Operating Officer, assists 
the Executive Director to ensure effective program 
operations in the areas of policies and procedures, 
budget development and management, program 
planning and development, and facilities management. 
Serves as “Acting Executive Director” as requested by 
the Executive Director in their absence. 

Desktop / IT Support Representative: This position 
provides moderately complex technical support and 
assistance to clients via email, phone, and/or other remote 
methods. Addresses and responds to customer inquiries 
on organizational products and services, including 
installation, operational functions, troubleshooting, 
and maintenance. Provides customers with preventive 
maintenance and configuration recommendations to 
improve product usability, performance, and customer 
satisfaction. Documents client interactions, including 
details of inquiries, complaints, comments, and actions 
taken. Will work under moderate supervision and 
typically requires 1-3 years of related experience. 
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Development / Fundraising Director: This position has 
senior level responsibility for all fundraising and 
development activities; plans, designs and executes annual 
development plan in consultation with the executive 
director and board development committee; supervises all 
fundraising activities, including solicitation of corporate 
and individual gifts, planned giving, special projects, and 
sponsored events.

Direct Service Provider / Direct Support Professional: This 
position provides support, training, supervision, and 
personal assistance to people with disabilities, mental 
health issues, and/or in substance abuse treatment 
programs, and their families. With a goal of community 
inclusion, the position teaches self-advocacy and 
employment skills, assists individuals in selecting and 
coordinating recreational activities, models life skills and 
assists with other activities of daily living. 

Driver / Expediter: This position is responsible for the daily 
routing, pick up, and delivery of goods; loads and unloads, 
moves or shifts heavy articles; facilitates the receipt, 
storage, and distribution of items; maintains vehicles. 

Educator, Early Childhood: This position is responsible for 
project and curriculum implementation and evaluation 
as well as providing support and education to children, 
adults, and community agencies, and/or businesses with 
regards to early childhood development and learning 
from birth to age three. The position typically requires 
a master’s degree or equivalent plus three-to-five years 
of experience and comparable credentials that comply 
with state licensing standards. 

Executive Assistant: This position is responsible for 
coordinating and scheduling meetings, appointments, and 
travel for the executive director and board of directors; 
prepares executive correspondence, memos, reports, 
documents, records, and forms for the ED’s signature; 
accepts and prioritizes phone calls; provides information 
to callers and visitors directing them to the appropriate 
agency department; maintains official board meeting 
minutes including attendance, voting, and resolutions.

Facilities Director: This position is responsible for planning, 
organizing, and controlling operations and facilities, 
physical plant systems, security, and custodial services 
to assure a safe, reliable environment for staff, visitors, 
and clientele; also administers the planning, design, 
construction, maintenance, and alteration programs of all 
facilities and related machinery, systems, and equipment. 
The position typically requires eight-to-ten years of 
experience with a construction/facility background.

Finance and Human Resource Director: Directs the 
administration of internal organizational functions 
for finance and human resources including budgeting, 
financial reporting, auditing, and accounting as well 
as human resource activities including employment, 
staff training, compensation/benefits, and performance 
development/management.

Finance Director: This top-level position, also referred to 
as Chief Financial Officer, is responsible for the agency’s 
financial operation with the goals of maximizing return 
on the assets, providing accurate financial statements and 
reports, and meeting the federal, state, and local recording 
and reporting obligations; also assists the Executive 
Director in the evaluation of financial issues. The position 
typically requires an undergraduate degree in accounting 
or finance plus eight-to-ten years of experience; CPA/
CMA preferred.

Grant Administrator: This position coordinates 
internal efforts to ensure grant requests and reports 
are complete, accurate and timely, and all compliance 
issues are addressed; emphasis is on service provision 
requirements and expenditure/budgetary elements 
including initial accounting structure, allocations, 
coding, and reconciliation; develops and maintains 
related policies and procedures and participates in 
preparation of grant proposals.

Human Resource Assistant: This position compiles 
and maintains records such as employee information, 
employee orientation checklist, compensation, benefits 
and tax data, attendance, scheduling and receipt of 
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performance reviews and termination information; 
compiles related reports from employee and applicant 
data. The position typically performs support work for 
human resource processes such as screening out non-
competitive applicants, notifications to applicants, benefit 
coverage information, and account reconciliations. 

Human Resource Generalist: This position is responsible 
for supporting the daily operations of HR, including 
administrative and strategic responsibilities. May plan and 
administer a variety of functions such as compensation and 
benefits, hiring and onboarding process, organizational 
development, and policies and procedures. Typically 
requires an undergraduate degree in HR, business, or a 
related field and three to five years of experience.

Human Resource Manager/Director: This top-level 
position is accountable for a full-range of HR activities 
including, but not limited to defining, developing, and 
implementing human resource initiatives consistent 
with the organization’s business plans; supporting the 
management team in a diverse range of issues including 
organizational design, recruitment, compensation 
program development and management, leadership 
development, performance management, employee 
relations and benefit program administration. The 
position typically requires a bachelor’s degree plus eight-
to-ten years of experience.

IT Director/Manager: This position is responsible to 
manage a comprehensive agency-wide information 
technology program to ensure ongoing effective and 
efficient use of computer technology and information 
systems. Develops and implements strategic plans for 
information systems. Conceptualizes, evaluates, and 
implements information technology strategies, plans, and 
priorities for a comprehensive agency-wide information 
technology program.

Maintenance Mechanic/Facilities Technician: This 
position is responsible for maintaining buildings, 
grounds, building mechanical systems and components 
efficiently and safely to support all uses and events. 
Systems tested and maintained include heating, cooling, 
electrical, plumbing, fire detection, roof, exterior and 
generator; performs moderate to complex repairs 
and troubleshooting on communications, electrical, 
mechanical, plumbing, and HVAC systems; monitors 
and performs preventive maintenance on systems. 
Position typically requires certification in skilled trades 
or equivalent experience. 

Marketing Director: This senior level management position 
is responsible for all agency marketing activity; develops 
and maintains agency brand and marketing strategy; 
develops media and other campaign programs; creates 
and/or oversees communication programs; has primary 
responsibility for getting appropriately-packaged agency 
“message” to existing and potential clients, customers, 
community partners, members, community and broader 
supporters, potential volunteers and funding sources.  

Marketing Specialist: This position is responsible for 
designing, creating, and delivering marketing programs 
to support the growth and expansion of agency services. 
Creates, conveys brand messages and improves brand 
awareness. Develops sales presentations and provides 
reports based on information collected such as marketing 
trends, competition, new products, and pricing. May 
coordinate involvement in conferences, exhibitions, and 
marketing seminars. Typically requires 2 to 4 years of 
related experience.
Medical Billing Specialist: This position is responsible for 
daily input of billings; codes, sorts, enters and transmits 
data; posts and files claims; matches remittance advice, 
makes adjustments, and posts payments. Posts and 
reconciles charges to accounts receivable; corrects and 
re-bills returned and denied claims.
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Office Manager: This position is responsible for 
administrative support services of an organization 
including reception, word processing, mail, office 
supplies, database maintenance, filing systems, 
development and implementation of office procedures, 
mechanisms for efficient internal and external 
communication, interface with vendors providing or 
maintaining office equipment and related activities. 
Typically supervises other staff.

Operations Manager: This position manages several 
infrastructure elements for an agency and oversees all 
day-to-day staff activity in assigned areas. Responsibilities 
typically cover some combination of the following: finance, 
contracts, human resources, facilities, information 
technology, purchasing, and risk management. Often this 
position frees an executive director to focus on external 
responsibilities. 

Payroll Specialist: This position compiles and posts 
employee time and payroll data; computes time worked, 
resolves errors, maintains payroll records, posts wages and 
deductions; prepares checks for approval, may distribute 
checks; completes related reports and forms such as W2s 
and related monthly and quarterly reporting related to 
wages paid and deductions. 

Program Associate: Provides programmatic support on 
initiatives and programs, and acts as a liaison between 
various teams/program participants. Implements and 
maintains project information and may conduct research, 
coordinate meetings maintain documentation database 
and maintain inventory control. Typically requires 
bachelor’s degree in social work, education or related 
discipline and 1-3 years of related experience.

Program Coordinator: This position is responsible 
for service coordination, scheduling of staff, team 
effectiveness, service provision, fiscal management 
of program and individual resources, and supervision 
of team members. The position typically requires a 

bachelor’s degree in human services or a mental health-
related field, plus two years direct service and at least six 
months supervision experience.

Program Director: This position is responsible for the 
direction and functioning of the program including 
compliance with licensing regulations and overall services 
provided to clients; provides guidance and direction for 
short and long-term goals. 

Program Manager: This position is responsible for the 
supervision of the day-to-day activities of staff ensuring 
the desired outcome is in line with the agency’s goals and 
objectives; will monitor activities, organization, and costs 
of the program and proceed to modify them as necessary. 
This position will also be the point of contact between 
staff, the program director and senior management. 
Typically requires 5 to 7 years of related experience.

Program Specialist: Assists in advance planning for 
initiatives and programs. Develops and designs or modifies 
programs. Collects data, research findings, revenue 
administration and other related functions to support 
programs and grants. Typically requires bachelor’s degree 
in social work, education or related discipline, with a 
master’s preferred and 1-3 years of related experience.

Registered Nurse: This position assesses, plans, 
coordinates and renders skilled nursing care to patients; 
oversees, delegates and evaluates the delivery of patient 
care provided by lower level practitioners. Requires 
medical and state licensure. 

Teacher: This position plans and instructs children and/or 
adults in individual and group activities to promote age and 
developmentally appropriate growth in one or more subject 
areas. This position is certified to teach or holds comparable 
credentials that comply with state licensing standards and 
NAEYC Accreditation standards are common. The position 
does not include trainers or positions that do not require 
formal education as a pre-requisite. 
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Teacher’s Aide: This position supports a lead educator 
by completing administrative tasks, preparing learning 
aides, and working with students individually or in small 
groups; completes other support tasks as assigned to 
facilitate learning. The position typically requires high 
school diploma or GED and some experience and/or 
training working with students. 

Volunteer Coordinator: This position is responsible for 
the development, implementation, and expansion of 
a volunteer services program. This includes volunteer 
recruitment, screening, placement, orientation, training, 
evaluation, recognition, tracking, and community relations.
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