
 
 
 
Job Title: Program Assistant  Status:  Full-Time 

Reports To:  Healthy Aging Program Manager   Approved by: __________________ 
 
Summary of Position: 
The Program Assistant will work closely with the Program Manager assisting with daily 
operations delivering services to seniors throughout Mat-Su Valley.  Promotes the Healthy Aging 
Program and activities to participants, supporters and potential participants/supporters. Fulfills 
basic administrative tasks and statistical data tracking within the compliance of WASI, Funder, 
State, and Federal policies, procedures, and regulations, while ensuring timely and accurate 
statistical data collection and reporting. 
 
Responsibilities and Duties: 

 Responsible for various statistical daily and monthly sign in sheets – keep stock on hand, 
distribute appropriately, and compile data when completed. 

 Greet customers & visitors, answer questions or direct to proper department, answer 
telephone calls. 

 Maintains records and monitor memberships, and machine usage of participants. 
 Maintaining payment, attendance, and weight usage records 
 Checking returned applications for completeness 
 Explaining Strong Seniors benefits to potential members 
 Ensure Equipment is cleaned after each use. 
 Prepare various Excel and SAMS financial and administrative reports for Grant 

Reporting and Medicaid billing. 
 Enter data in statistical management software and act as backup for other WASI 

programs. 
 General Administrative 
 Performs other related duties as assigned. 
 Use of general office machines - computer, fax, copier, laminating machine, calculator, 

cash register, postage meter, multi-line telephone. 
 Other duties from Admin/Acct Task list as assigned. 

Qualifications, Skills and Abilities Required: 
 Clean background check and drug test. 
 Aptitude to create and modify Microsoft Excel spreadsheets, including using formulas 

and sorting data. 
 Attention to details. 
 Ability to analyze and systematically compile technical and statistical information and to 

prepare reports; comprehend and make inferences from written material; interpret federal, 
state, and local government laws and regulations regarding grant agreements, contracts 
and administration. 

 Communicate orally and in writing with other staff, customers, clients or the public. 
 Work effectively with a variety of staff, governmental representatives, and the public. 
 Ability to handle interruptions and manage conflicting deadlines. 
 Ability to manage time effectively. 



 Ability to work well with others. 
 Ability to interact positively with seniors, family members, and professionals. 
 Current valid Alaska driver’s license, clean driving record and proof of insurance. 
 Any combination of experience and training would likely provide the required skills and 

abilities. 
 Computer competency requiring email, word-processing, Excel and database software 

knowledge and experience preferred. 
 One to two years of related financial/office support, experience in accounting, 

professional services, or grant administration preferred. 
Core Competencies: 
ꞏ Belief in and ability to articulate the mission and core values of WASI 
ꞏ Comply with statutes and regulations about confidentiality of all records including HIPAA 
ꞏ Provide excellent customer service 
ꞏ Team-oriented 
ꞏ Self-direction and motivation 
ꞏ Positive Attitude 
ꞏ Empathic communicator 
ꞏ Honesty 
ꞏ Loyalty 


