	
	
	


Organized Village of Kasaan[image: Kasaan Alaska]

102 Copper Cresent Drive, Kasaan, Alaska 99950
PO Box KXA 26, Kasaan, Alaska 99950

Posting Date: June 2, 2026, 	Closing Date: June 15, 2026

JOB ANNOUNCEMENT: DATA & DOCUMENTATION (DAD) SPECIALIST

Reports to/Guided by: Tribal Administrator
Job Type: Non-Permanent, Part-Time, subject to available funding
Job Classification: Non-exempt (Hourly)
Hours/Week: 20 hours/week
Schedule: Monday–Friday, flexible daytime hours; Requires in-office work. 
Travel: minimal
Pay Grade: 6, Step - $24.44 to $26.77 per hour (DOE)
Supervises: None
Date Last Updated: June 2026

OUR MISSION

The Organized Village of Kasaan is committed to promoting, preserving and protecting indigenous Haida identity and values for our elders and youth. We look to the future in unity by developing economic opportunities, promoting education, and utilizing our cultural, natural, and social resources.

PURPOSE OF THE ROLE

OVK is seeking a highly organized and motivated Data Administration & Documentation (DAD) Specialist to manage the Tribe’s records systems and support communications efforts. This position plays a key role in maintaining both physical and digital files, supporting IT systems, and assisting with community communications.

 AREAS OF CONTRIBUTION (not an exhaustive list) 
· Manages records retention, storage, and organization (physical and digital).
· Maintains OVK digital filing systems in collaboration with IT.
· Uploads, updates, and organizes files using Microsoft 365 (SharePoint, Teams, etc.)
· Assists with website updates and basic content management.
· Posts announcements on OVK social media platforms.
· Coordinates physical posting of community flyers and notices.
· Supports documentation needs for programs, grants, and audits.
· Provides administrative and organizational support across departments.
· Participates in cultural and learning activities to further knowledge of indigenous Haida culture.
· Other related duties as assigned.

SKILLS, KNOWLEDGE, AND EXPERIENCE
· Must have a high school diploma or equivalent and at least 1 year of related experience in an office management or administrative operations position.
· Strong technical proficiency in Microsoft 365 (Word, Excel, Teams, SharePoint).
· Experience with file management and organization systems.
· [bookmark: _Int_LzLjUaUt]Knowledge of records retention or document management systems. 
· Experience with website or social media management. 
· Strong attention to detail and organizational skills.
· Ability to maintain confidentiality.
· Experience working with Tribal organizations preferred. 
· Knowledge of the history, customs, beliefs, family systems, and values of the Organized Village of Kasaan is required. 
· Must have a strong commitment to OVK’s mission.
REQUIREMENTS
· Must have a valid Alaska driver’s license, adequate vehicle insurance, and an adequate driving record.
· The OVK upholds Native preference in hiring, in accordance with tribal policies.
RELATIONAL RESPONSIBILITY
· OVK’s Mission and Values: Shows commitment to OVK’s mission of promoting, preserving and protecting indigenous Haida identity and values for our elders and youth. 
· Job Duties: Performs job duties and responsibilities as outlined in the job description.
· Work Progress: Makes progress toward goals, deliverables, and duties.
· Policies: Knows and follows department and OVK policies and procedures.
· Accountability: Self-manages and is accountable (e.g. Uses call-in procedures, accurately clocks in/out, is available during work hours, attends work consistently and on time, etc.) 
· [bookmark: _Int_11wFnGC0][bookmark: _Int_ZKi1aLCL]Communication: Communicates and works well with internal and external team and community. 
· Customer Service: Provides quality customer service to Tribal Citizens, Tribal Council, the community and guests as appropriate/needed for the position. Provides quality internal customer service to coworkers, supervisors, contractors, and facilitators.
WORKING CONDITIONS
The physical demands and essential functions outlined in this job announcement must be met with or without reasonable accommodation. To request accommodation, contact your supervisor, HR, or the Tribal Administrator. This is a sedentary-light position, which requires safely exerting up to 20 pounds of force occasionally; involves sitting at a desk most of the time but may involve walking or standing for brief periods.


OVK IS A SOVEREIGN TRIBAL GOVERNMENT
OVK is a federally recognized sovereign tribal government, and employment is subject to the laws, ordinances, and policies of the Tribe. State employment laws do not apply unless expressly adopted by the Tribe. Any employment-related disputes will be resolved under tribal law and within tribal forums. 

NATIVE PREFERENCE
It is the policy of OVK to exercise preference to Alaska Natives/American Indians in hiring, compensation, assignments, training, and promotions. Native applicants seeking employment with OVK must provide proof of their tribal enrollment or documentation that they are a member of a federally recognized Tribe before Native preference can be applied. Native applicants who meet the minimum qualifications of a job description may be offered employment before a non- Native who meets the minimum qualifications is offered employment. Preference is given to Alaska Native/American Indian Applicants who meet minimum requirements according to the provisions of P.L. 93-638.
NON-DISCRIMINATION
To provide equal opportunity and advancement opportunities to all individuals, employment decisions within OVK will be based on merit, qualifications, and abilities. In the recruitment, selection, training, utilization, promotion, termination, or other personnel actions OVK does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, disability, or any other characteristic protected by law.

DRUG FREE WORKPLACE

The Organized Village of Kasaan is a drug-free workplace.

TO APPLY FOR THIS POSITION
· Applications are available on the Kasaan website at www.kasaan.org or by request at the Organized Village of Kasaan offices.
· Send your letter of interest and resume to: OVK@Kasaan.org
· If you have any questions, contact the Tribal Administrator @ 907-401-3914
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