
 

Job Description: Project Assistant  

Research and evaluation firm located in Juneau, Alaska seeks a Project Assistant. The Project Assistant 

performs a variety of technical, analytical and administrative support duties for internal and external 

projects and is an integral part of the team. The successful candidate will be a hard-working, problem-

solver who thrives working in a fast-paced and dynamic environment and will set high expectations and 

achieve them regardless of the barriers.   

This job requires adaptability, technological savvy, attention to detail and superb interpersonal 

communication skills. Strong organization and self-motivation are a must. A growth mindset is essential.   

Essential duties include: 

» Plan, organize and carry to completion short and long-term research projects. 

» Perform data entry with accuracy. Collect, update and maintain data sets following established 

protocols; assist in establishing protocols when none exist yet. 

» Respond to requests for data, information, and statistics for various purposes. 

» Coordinate meetings, trainings and other events including maintaining contact lists, scheduling 

meetings, securing facilities or technology, sending invitations, providing resources for 

attendees and taking and distributing meeting minutes. 

» Prepare clear, accurate and concise reports, records, infographics, presentations and other 

informational documents for various audiences and purposes. 

» Develop and maintain project workplans. Keep track of various project components and 

milestones. Prepare progress reports. 

» Coordinate multiple deadlines, set priorities, take initiative and work independently within areas 

of responsibility. 

» Organize and maintain project records.  

» Troubleshoot office technology and communicate with service providers to resolve problems. 

» Develop and maintain excellent relationships with clients, coworkers, project stakeholders and 

others encountered in the course of work. Acts with integrity and uses good judgement, tact 

and discretion in handling sensitive situations. 

» Maintain confidentiality of firm’s clients and projects. 

 

 



Desired experience and skills include:  

» Superb oral and written communication skills including knowledge of business communication 

practices and correct English usage including spelling, grammar and punctuation. 

» Prior experience identifying customer or client needs and addressing them.   

» Prior experience successfully coordinating complex, multi-faceted projects. 

» Working knowledge of the cultural, political, social and economic conditions of Alaska. 

» Experience conducting qualitative and/or quantitative research, evaluation and/or strategic 

planning. 

» Ability to analyze and interpret complex information. 

» Advanced skills in Microsoft Office Products including word processing and spreadsheets. 

» Knowledge or interest in research methods. 

» Experience with statistical software programs, GIS programs, graphic design or data   

visualization. 

Bachelor's degree is required and two years of work experience in a government or nonprofit setting 

with progressively more responsible administrative or programmatic experience.  This is a full-time 

position but highly qualified candidates seeking part-time hours will also be considered. The position can 

be located in either Juneau or Anchorage.  

Competitive salary and benefits DOE. Additional benefits may include flexible scheduling opportunities, 

a generous leave policy as well as ongoing professional development and training opportunities.  

Please email a cover letter describing how you meet the desired skills and experience, and your career 

goals with a resume and list of references to iris@stellargp.com. 

The Stellar Group is an equal opportunity employer. 
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