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Program Manager                                   August 18, 2025 

Location:  Anchorage, Alaska | On-Site Position 
Type of Position:  Full-Time, Regular 
Schedule:  Monday – Friday 
FLSA Status:  Non-Exempt 
Reports To:  President 

 

Summary 
The Program Manager partners with Alaska Tribes to strengthen programs, build capacity, and ensure 
compliance with critical funding requirements. This role calls for hands-on experience navigating Bureau of 
Indian Affairs (BIA), Housing and Urban Development (HUD), Environmental Protection Agency (EPA), Alaska 
state programs, and borough funding streams. From managing deadlines and financial reporting to 
supporting grant success, the Program Manager helps Tribes stay on track and meet their goals. At times, the 
Program Manager may also step in as an interim Tribal Administrator, providing steady leadership and 
practical solutions to keep operations running smoothly. 

Essential Duties and Responsibilities 
Tribal Program Oversight 

• Support clients in the effective delivery of programs funded by BIA, HUD, EPA, Alaska state agencies, 
borough governments, and other regional programs. 

• Ensure program compliance with all applicable funding requirements, policies, and reporting 
deadlines. 

• Assist clients with policies, procedures, training, and capacity building. 
• Provide technical assistance to strengthen client administration and program performance. 

 
Budget Support + Audit Preparation 

• Support clients in developing and managing annual budgets with accountants and program staff. 
• Assist with audit preparation, ensuring records are ready for accountants and auditors. 
• Ensure timely submission of federal and state financial reports in coordination with accountants. 
• Monitor expenditures and recommend corrective actions to maintain fiscal accountability. 

 
Grants + Federal/State Compliance 

• Identify, develop, and review grants for BIA, HUD, EPA, other federal, state, boroughs, and other 
funders. 

• Ensure timely submission of grant reports and compliance with funding requirements through matrix 
or electronic program management systems. 
 

Tribal Council + Committees 
• Support Tribal Councils by providing staff coordination and timely recommendations. 
• Assist Councils in developing long- and short-term goals and aligning programs with strategic plans. 
• Submit biannual progress reports and integrate updates into strategic plans. 
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Minimum Requirements 
 

Education: 
• Bachelor’s degree preferred, or 8+ years of relevant supervisory or program management experience. 

 
Experience: 

• Background working with Tribes, including BIA, HUD, EPA, state, and borough-funded programs. 
• Demonstrated knowledge of federal/state reporting requirements and financial deadlines. 
• Successful experience in grant compliance and contract management. 
• Previous experience supporting Tribes or Tribal programs. 

 
Knowledge, Skills + Abilities: 

• Strong program management, organizational, and leadership skills. 
• Ability to analyze financial reports and support corrective actions. 
• Strong written and oral communication skills for working with Councils, staff, and agencies. 
• Ability to balance competing priorities and work independently under pressure. 

 

Preferred Qualifications 
• Experience promoting Tribal Economic Development initiatives. 
• SBA 8(a) program knowledge. 
• Understanding of Alaska Indigenous communities and federal-Tribal relations. 

Work Environment + Physical Demands 
• On-site, professional office setting in Anchorage. 
• Must be able to sit or stand for extended periods and lift up to 40 lbs. 
• Overtime may be required based on project and client workload. 

What We Offer 
• Competitive salary  
• Medical, dental, and vision insurance 
• Matching 401(k) retirement plan 
• 13 paid holidays and generous paid time off  
• Principal supplemental insurance options 
• Paid parking 
• A 36-hour work week with pay for 40 hours 
• Collaborative team culture centered on responsiveness, integrity, and excellence 

 


