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BRISTOL BAY NATIVE ASSOCIATION 
POSITION DESCRIPTION 

 
 
POSITION TITLE:   IT Specialist - Media Services 
 
OBJECTIVE:     Provide a variety of professional media services including facilitating publication of 
BBNA’s annual report, producing digital newsletters, web site management, media assistance to 
staff, managing digital forms and signature platforms, and developing opportunities for BBNA’s 
public presence.   Functions as a member of BBNA’s IT team and, as such, will occasionally assist 
with projects and related maintenance to hardware/software for continued operations.    
 
QUALIFICATIONS:   
Job qualifications are stated below as Essential Job Results.  Candidates must demonstrate their 
ability to accomplish these results.   Education/Experience:  Education or experience in a field 
that includes training with media equipment, such as computers, software, cameras, recording 
devices and multiple fields of communication.  Competence in graphic design, and desktop tools 
used in print and electronic publishing.  Web design skills.  Ability to modify, update, and maintain 
PDF-based forms, web forms, and web form approvals.  Ability to assist staff in troubleshooting 
issues relating to forms and documents.  Important characteristics include:  Writing & grammar 
skills.  Creativity and enjoyment of finding material which will engage reader interest.  Self-starter, 
versatility, enjoys collaboration and communicates well with others, ability to work with a wide 
range of people from a variety of backgrounds and cultures, creativity, and a strong interest in the 
developing field of information technology.  Ability to work under deadlines is a must.  Preferred: 
Familiarity with Bristol Bay area, people, cultures, economy, and natural resources.   Familiarity 
with BBNA’s operations and with current Alaska Native issues.   Willing and able to travel within 
region and state.  Experience with photography, Adobe Sign, DocuSign, or other digital forms and 
approval platforms. Understanding of Jira or other request tracking and ticketing systems.  
Demonstrated ability in reporting, writing, and editing.   
 
Complete achievement of certain of the above specifications may not be required if, in the opinion 
of BBNA a particular candidate possesses significant offsetting characteristics, such as past 
accomplishments, experience, education, or estimate of future potential.    
 
ESSENTIAL JOB RESULTS 
Publication of BBNA’s Digital Newsletters & Professionally Printed Annual Report within 
established deadlines  
by 
 

1. Acting as the point of contact for information related to BBNA’s annual report. 
2. Working with program managers to collect article and photo information for 

dissemination through BBNA’s news channels (web site, social media accounts, digital 
newsletters, preparing annual report for print.) 

3. Communicating regularly with management to develop an ongoing pattern of incoming 
resources.  Actively seeking out information of interest and photo material from 
Department staff through-out the year.   

4. Seeking out and attending events and meetings that have opportunities to gather media 
coverage especially those which may not be reported by other staff.  

5. Offering training to department staff on the format needed when submitting material.   
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6. Keeping organized files of images from which subject matter can be retrieved easily when 
needed for publication.  

7. Making sure that permissions have been obtained for use of material prior to publication.   
8. Composing articles, layout and design.   
9. Reviewing and editing materials submitted by staff to ensure published material is free of 

spelling and grammatical errors. 
10. Calling attention to BBNA’s media deadlines, underscoring the need for information as 

key factor in the annual planning for Department managers.   
11. Making the arrangements with printers to have final products available for on time 

distributions.   
 
Utilization of BBNA’s technologies to the best potential to provide quality media services 
without interruption.  
by  
 

1. Using the Adobe Creative Suites for desktop publishing, creation, updating, and editing 
forms, making organization charts, promotional items and department specific requests 
(booklets, pamphlets, etc.) 

2. Mastering and acting as a point of contact for BBNA’s intranet software, Confluence, in 
order to provide front end administration. 

3. Mastering and using WordPress for management of BBNA’s web site, including 
continuous monitoring and updating.  Involving department staff to ensure content 
appropriate for program web pages and developing ways to increase usage of web site. 

4. Using JIRA software for incoming media requests and staff contributions on a regular 
basis. 

5. Identifying new evolving software which may be helpful.  
6. Planning and maintaining the use of digital platforms for disseminating digital newsletter 

content to the public, both in a web-accessible format and by email.   
 
Provide a supportive role on Information Technology team 

1. Managing workflows and approvals for BBNA’s form and request routing systems, such 
as Jira Service Desk and Adobe Sign.   

2. Provide troubleshooting support for digital documents, PDFs, and issues relating to 
approvals and digital signatures.   

3. Working directly with the IT Team for occasional cross training on projects and related 
maintenance to hardware and software for continued operations within the organization. 

 
Keeps Management Informed 
by  
 

1. Preparing a comprehensive quarterly report to the Network Administrator. 
2. Developing written detailed program goals and objectives as requested. 
3. Maintaining close communication with management staff in regard to content of website, 

newsletters, etc. 
 
Travel in and out of region 
by  
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• Scheduling well planned trips to provide services, participate in training, workshops and to 
ensure communications and exchange of current information significant to Village, Regional, 
Tribal, State, and Federal entities.   

 
Monitors and improves program and service quality.  
by 

1. Tracking website visits to monitor usage.   
2. Inviting user experience feedback 
3. Participating on BBNA planning teams and devising ways to improve overall effectiveness 

of BBNA’s information technology. 
 
Protect program integrity and client privacy  
by 
• Abiding by BBNA’s policies regarding confidential information and keeping any confidential 

information gained through employment at BBNA absolutely confidential during and after this 
employment.   

 
Contribute to the overall team effort   
by  
• Welcoming new and different work requirements; exploring new opportunities to add value 

to the organization; helping others accomplish related job results as and where needed.  
 
WAGE: $46,922 - 61,852 /yr  ($24.06 - $31.72/hr)  
 
REPORTS TO:  Network Administrator 
 
DUTY STATION:  Dillingham Central Office 

 

 
________________________________________________________________________ 
Employee Acknowledgment       Date 
 
_______________________________________________________________________ 
Supervisor’s Signature        Date 
 
________________________________________________________________________ 
Human Resources Director       Date 
  
 


	BRISTOL BAY NATIVE ASSOCIATION
	Keeps Management Informed
	Travel in and out of region


