Discovery Southeast would like to hire a year-round part-time administrative assistant position to
handle a diverse range of administrative needs for our non-profit organization.
The hours and pay vary depending on which duties the candidate is interested in taking on, but in
general this is probably a 10 to 20 hour a week job. It could possibly be a 30 hour a week job for
someone with the skill and interest to take on all potential roles below, however. Candidates should
expect some flexibility from week to week or season to season. The pay range is roughly $20 to
$30/hour, again depending on which expertise candidates come in with. Some in-office work is
required, but most can be remote if preferred.
We value people who can responsibly and competently handle projects, and we offer a good bit of
flexibility and friendly coworkers who value a good work/life balance. Because this position can involve
diverse work, from program enrollment, to bookkeeping, to membership support, it’s important that
candidates can work independently and be comfortable reporting to different people.
Core and optional responsibilities: The core responsibilities include
●
●
●
●
●
●
●
●
●
●

processing donations and writing thank you notes,
membership database entries and updates,
processing and fulfilling e-commerce transactions,
tracking and recording program registrations and enrollment,
receptionist roles such as checking mail, monitoring general email and phone messages, and
handling some correspondence,
basic financial transactions like paying bills and depositing income,
maintaining files, records, and receipts,
office upkeep ranging from vacuuming to restocking supplies,
coordinating mailings and some communications work,
fulfilling book orders

Beyond that, the position can also include the following duties, depending on the candidate’s interest
and experience
●
●
●
●
●
●
●
●
●

website posts and page updates,
cashier or inventory management work at our bookstore at the Mendenhall Glacier,
some bookkeeping such as journal entries and balancing accounts,
basic reporting for grants, programs, taxes, and permits,
help with member outreach such as social media posts, and semi-regular email blasts,
PR and communications work including messaging on outreach materials and media,
design work on annual reports, flyers, and advertisements,
maintaining critter cams and live web streams at the Mendenhall Glacier,
Occasional work with our youth programs, if desired/qualified.

Organization background: For over 30 years Discovery Southeast’s education and exploration programs
have deepened Southeast Alaskans’ connection with nature in Lingít Aaní, the traditional lands of the

Áak’w & T’aakú Kwáan. We are a regional non-profit started by outdoor leaders in Southeast Alaska to
ensure that local residents, particularly children, experience the outstanding natural areas that travelers
from around the world come to visit. Today, with many of those same founders still involved, our
programs teach children to experience, be comfortable in, and explore nature with a field-based, handson approach. We strive to reach all Juneau youth, particularly those who might not otherwise be
introduced to the outdoors at a young age. We aim to recruit, retain, and develop staff who bring
traditional ecological knowledge, diverse backgrounds, and a mindset of curiosity about the complete
history of Southeast Alaska.
Desired Qualifications:
●
●
●
●
●
●
●
●
●

Experience competently and responsibly managing office tasks,
ability to professionally relate to customers and coworkers,
patience to handle details accurately,
general proficiency with common software ranging from google docs to excel, and aptitude to
learn specific software or apps such as basic website administration and databases,
a relation to, or appreciation of, the organizational mission,
solid communication and relationship building skills
experience showing a basic level of responsible financial management,
design or communication experience is valued,
a sense of connection and community within Juneau or Southeast Alaska.

To apply: interested candidates may submit a cover letter and resume to Shawn Eisele at
executivedirector@discoverysoutheast.org. Applications are reviewed on a rolling basis, so please apply
soon. You can also direct questions to Shawn, and more information about our organization is at
DiscoverySoutheast.org.

