
The Alaska Seafood Marketing Institute (ASMI), Department of Commerce, Community 

and Economic Development (DCCED) State of Alaska is seeking candidates for an 

Executive Assistant/Board Liaison position.   

 

This position is located in Juneau, Alaska and reports to the Executive Director (ED).  

The position is the primary office manager and provides a variety of administrative 

services requiring independence, judgment and initiative in determining the Executive 

Director’s needs.  This position serves as the liaison to the ASMI Board and committees.   

 

Responsibilities include: 

1. Manage day-to-day function of the Juneau office which includes receiving and 

screening calls and visitors, ordering and organizing office supplies and materials, 

and coordinating with building property managers. 

2. Assist in the upkeep of the ASMI website and other IT related projects.  Monitor 

ASMI e-mail accounts. 

3. Manage the ASMI event calendar, ASMI common calendar, assist ED with 

calendar as needed. 

4. Serve as the records officer for ASMI, maintaining ASMI bylaws and statutes. 

Ensure that archiving and ethics reports are timely. 

5. Serve as the key point of contact for ASMI Board and Committee members. 

6. Maintain Board and Committee Appointment Database and directory, prepare 

Committee matrix for the Board, solicit and organize committee interest. 

7. Plan and coordinate all board meetings, assist program staff with committee 

meetings.  This includes securing venues, caterers, creating agendas, board 

packets & communicating to all staff, board and committee members. 

8. Prepare minutes for board and committee meetings as requested.   

9. Develop and coordinate board and committee training materials; manage 

committee communications. 

10. Draft correspondence and reports for Executive Director, edit program reports, 

and develop presentations.   

11. Assist the Executive Director in legislative research and data collection.  

12. Attend tradeshows and events as needed and assist programs with special projects.    

 

Minimum qualifications:  This position requires a bachelor’s degree from an accredited 

college with two years’ experience of office administrative work OR a high school 

graduate with five years’ experience of office administrative experience with at least one 

year of advanced level administrative work.   

 

Additionally, successful candidates will demonstrate: 

 Knowledge of office management and organization 

 Strong writing, editing and analytical skills  

 Strong verbal communication skills.  Ideal candidate should be experienced in 

providing support to executives. 

 Excellent project management skills 

 Ability to independently prepare complete and concise reports and 

correspondence. 



 Time management skills, flexibility, and an ability to multi-task 

 Attention to detail and organizational skills 

 Ability to work well in a team setting 

 Reliable attendance and punctuality 

 

State of Alaska Executive Exempt (XE) range 15-17 wage and benefits. 

 

Please submit resume, three (3) references, and a cover letter outlining your qualifications 

as they relate to the above 12 job responsibilities which will be used to determine which 

applicants will move on to the interview process.  Please submit all required items to 

bmonagle@alaskaseafood.org by 2 PM Alaska time March 28, 2017. 

 

ASMI is an Equal Opportunity and Affirmative Action employer 

mailto:bmonagle@alaskaseafood.org

