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FAIRBANKS NATIVE ASSOCIATION, INCPRIVATE 
Supplemental Job Description
Job Title:
Property Control Coordinator
Program Specific:  
Administration
Position Reports to:
Director of Finance
Job Summary:  Under limited supervision, the Property Control Coordinator is responsible for all phases of procurement and asset management including the purchasing, delivery, maintenance, storage and disposal of FNA supplies, property and equipment. 
Essential Functions:

Plans, organizes and directs FNA’s purchasing activities, assuring adherence to the established purchasing policies and procedures.

Negotiates with vendors and communicates with departmental staff to determine purchasing needs and shares information about cost and availability of supplies, materials, equipment services and deliveries.  Places all FNA orders with vendors for approved purchases (except medical orders).  
Reviews all purchase orders for accuracy and appropriate signatures, forwards copies to Accounts Payable to record encumbrances in the accounting system, and maintains all necessary files.

Maintains inventory control of all FNA furniture, equipment, and non-expendable supplies on a computerized listing by program/department.
Responsible for preventative maintenance of all FNA vehicles and ensures that registrations and insurances are current.
Assists the Facilities Coordinator as needed with facilities maintenance projects.  Coordinates and performs necessary facilities duties in the absence of the Facilities Coordinator.
Delivers inter-office mail.

Attends Health & Safety meetings as requested.

Performs other job related duties as assigned.   

Specifications:

Qualifications:

High school diploma or GED.  College level courses or trade certificate preferred.
Above average problem solving, negotiation, organizational and time management skills.

Strong communication and interpersonal skills with the ability to accurately follow written and verbal instructions.   

Proven skills and knowledge of essential equipment and facilities maintenance.
Experience in using MS Office software

Driving requirements:
This position will require you to frequently drive a FNA-owned vehicle for FNA business.  Per FNA’s automotive insurance policy, in order to drive a FNA-owned vehicle, an individual must be at least 21 years of age.  

This position requires eligibility for FNA automotive insurance as demonstrated by a current Alaska Driver’s License and a current driving history and proof of personal liability insurance.

Physical Demands:
Position requires moderate to heavy lifting, exerting 10 to 50 pounds of force frequently in the performance of duties. 
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