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Cooper Landing Emergency Services
POSITION ANNOUNCEMENT
Cooper Landing Emergency Services is seeking applications from interested persons for the position described below.  All applicants should deliver an application/resume and cover letter indicating their interest to operations.cles@arctic.net or mail to: C.L.E.S., PO Box 510, Cooper Landing AK 99572.

Operation’s Coordinator:  This is a part-time, employed position flexible at 20-30 hours per week with an hourly wage of $20-$25/hr dependent upon experience.

This position serves the organization by providing general operational & administrative support services. This individual performs within the scope of the policies and procedures of Cooper Landing Emergency Services, Inc. (CLES) and performs duties in the following general categories: Financial Records, General Administrative (Mail, Email, Copying, Filing, Electronic Tracking) Planning & Inventory, Scheduling, and others as assigned. The Operation’s Coordinator works directly with the Fire Chief/Deputy Chief and reports to the Board of Directors and is expected to function effectively as part of a team. 

This individual is expected to perform their duties in an established office setting and is responsible for the following: 

· Required to attend regularly scheduled meetings, and trainings, when necessary, in order to maintain the high level of knowledge, skill and ability necessary for the agency to function safely and effectively in accordance with state law, local protocols, and standard operating procedures. 
· Assist in keeping State of Alaska and Federal certifications and licensure of the Fire and EMS divisions current.
· Assists with on-going completion of State and Federal agency applications as required.
· Updates personnel records as needed including all records pertaining to agency volunteer membership changes, certifications, licensure & training. Ability to maintain electronic tracking systems.
· Seeks out and assists with grant writing and applications.
· Assists in preparation of professional request for proposals and bids.
· Tracks miscellaneous agency agreements and contract files. Tracks and assists with project updates with electronic calendars and project management databases.
· Prepares and obtains the required authorizing signatures, updating information with agency financial institution as necessary.
· Fulfilling document requests – collaboration with finance administrator.
· Maintains and publishes volunteer on-call schedule regularly.
· Maintains, updates and schedules station and vehicle maintenance on an on-going basis.
· General station duties including basic cleaning and repairs.
· General clerical responsibilities include filing, scanning, copying and email.
· Other duties as assigned by the Board of Directors.
Education and/or Experience:
Three years of progressive responsibility for office administration with public contact; familiarity with computers including databases and spreadsheets. Computer literacy in: Microsoft Office Suite and finance databases. Experience with a Fire or EMS agency preferred.  The degree and experience requirement may be substituted for any combination of education, experience and training as deemed acceptable by the Board of Directors.  The candidate must provide proof of a High School Diploma or GED and a valid Alaska State Driver’s License. 

Successful applicants must pass a background investigation. Preference may be given to current Agency employees/volunteers.  A complete job description and employment application can be obtained by emailing operations.cles@arctic.net.  

*Cooper Landing Emergency Services is an Equal Opportunity/Affirmative Action Employer*
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