
 

 

Job Title: Operations Director 

Reports to:  Executive Director 

Status:  Permanent, Full-time position, 40 hour workweek 

Salary:  $50,000 – 60,000 DOE, with generous vacation and sick leave, health insurance,  

  matching contribution to retirement plan  

Location:  Homer, Alaska 

BACKGROUND: In the wake of the Exxon Valdez oil spill, concerned Alaskans formed Cook 

Inletkeeper in 1995 with a mission to protect the Cook Inlet watershed and the life it sustains. Over 

the past 25 years, Inletkeeper has become a leader in the Alaska conservation movement, 

pioneering novel science, organizing and advocacy efforts to press for corporate accountability, 

government transparency and lasting social change. Inletkeeper seeks an individual with office 

management, administrative and development experience and is motivated by our mission and our 

community-based climate, healthy habitat and clean water programs. 

Job Responsibilities: Office Management (20%) 

• Ensure appropriate office supply inventories; 

• Oversee building and grounds maintenance and utility issues; 

• Manage and oversee credit card, photocopying and related office systems; 

• Oversee new hire orientation; 

• Supervise information technology contractor to ensure phone, network server and computer 
systems are secure, maintained and upgraded to meet staff needs; 

• Support program staff in Homer and Soldotna in event processes and coordination; and 

• Communicate with community partners about the use and scheduling of the Homer office 
building and yurt. 
 

Job Responsibilities: Maintain Organizational Records (20%) 

• Ensure annual filings and registrations are completed, including: Charitable Organization 
Registration, Indirect Cost Proposal, Alaska Community Share, Combined Federal Campaign, 
Duns #, GuideStar, Pick.Click.Give; 

• Secure annual quotes for insurance and employee benefits packages; 

• Work closely with Executive Director to review monthly cash flow and financials, annual 
budgets and mid-year budget revisions;  

• Oversee annual audit and work with Bookkeeper and Executive Director to ensure accurate 
and timely completion; and 

• Oversee annual federal indirect cost proposal process. 
 



Job Responsibilities: Manage Membership Relations (30%) 

• Process membership donation thank yous and maintain cloud-based Network for Good to 
track donor communication and donations; 

• Curate lists for fundraising and newsletter outreach; and 

• Work with Executive Director and Board to develop and implement new fundraising 
campaigns. 

 

Job Responsibilities: Support Foundation Fundraising Efforts (30%) 

• Maintain cloud-based Fluxx Grantseeker database to track all organizational funders and 
grants; 

• Maintain up-to-date grants calendar to include all deadlines for letters of interest, proposals, 
and reports; 

• Work with Executive Director and program staff to ensure timely submission of grant 
proposals, thank yous and reports; and 

• Shepherd the intake of government and foundation grant funding. 
 

The ideal candidate will have: 

• Demonstrated ability to manage multiple tasks and deadlines simultaneously; 

• Demonstrated ability to work effectively both as part of a team and independently; 

• Experience in maintaining databases, spreadsheets and adhering to budgets; 

• Experience in proposal and grant report writing;  

• Excellent organizational skills; 

• Enthusiasm about an organizational culture and structure that fosters collaboration, 
communication, equity and trust; and 

• Desire to live, work and play in an incredible community surrounded by uncommon 
beauty. 

 
To apply: Please send a cover letter and resume to keeper@inletkeeper.org. The position is open 

until filled. No phone calls please. 


