
 
 

Office and Membership Services Manager (Juneau, AK) 
 

Office and Membership Services Manager 

Alaska Council of School Administrators (ACSA) 

 
ACSA is currently recruiting an office and membership services manager based in Juneau. ACSA is a 

statewide, non-profit member organization comprising school and district administrators. For more 

information, please visit www.alaskaacsa.org.  

 

Under the supervision of the executive director, the manager executes business, personnel and 

administrative responsibilities in addition to directing and providing member services.  

 

The ideal candidate must be able to multi-task, work independently, be able to travel within the state 

several times per year, be skilled in verbal and written communication, and proficient with various 

computer programs including Microsoft Office. Candidates must have at least two years advanced 

experience working in an office environment. Experience with event planning/coordination preferred. 

Capability to learn website development is a plus.  

 

Primary responsibilities include: 

 Maintains organization’s personnel records, coordinates employee benefits, and provides new 

employee orientation.  

 Codes AR/AP and acts as the liaison with the accounting provider. 

 Maintains records for affiliate membership, coordinates annual membership drive, and provides 

support for the membership.  

 Responsible for taking board meeting minutes. 

 Responsible for office operations, maintenance of office equipment, supplies, inventory, postage, 

and the filing system.  

 Responsible for the publishing and distribution of the ACSA Education Bulletin, a quarterly 

online newsletter for members. 

 Files reports for the Alaska Public Office Commission (APOC) for lobbying activities. 

 Coordinates all aspects of conferences, annual association meetings, board meetings and 

workshops, and provides financial reports when applicable. 

 Provides administrative support for the Annual Principals’ Conference:  Coordinates 

Exhibitor/Sponsor registration and Exhibitor Hall set-up, and is the on-site liaison for exhibitors. 

 Creates promotional materials, brochures, and other marketing materials. 

 Coordinates all aspects of Champions for Children sponsorships, including collection of funds 

and advertising of sponsors. 

 Maintain web pages using WordPress. 

 Provides administrative support for the Executive Director. 

 Performs other tasks and duties as may be assigned by the Executive Director. 

  

A competitive salary in the range of $40,000 to $50,000, plus a comprehensive benefit package including 

full health insurance coverage and retirement benefits will be extended to the successful candidate.   

 

This position is open until filled. Send or email a cover letter, résumé and references to: 

ACSA 

Attn: Laurie Miller  

234 Gold St. 

Juneau, AK 99801 

Fax: 907-586-5879 

acsa@alaskaacsa.org 
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