
49 Old Airport Way, Emmonak, AK 99581  ·  Alaska Native Corporation (ANC)

JOB DESCRIPTION
JD-EMK-35

Effective October 23, 2026

Emmonak Corporation  ·  Emmonak, AK 99581

CORPORATE SERVICES · JD-EMK-35

Human Resources Generalist
JD NUMBER JD-EMK-35

FLSA STATUS Non-exempt

EEO CATEGORY Professionals

REPORTS TO
Chief Executive Officer · President & CEO while the Chief
Executive Officer position is vacant

LOCATION Emmonak, AK · onsite

SUPERVISES Shareholder Intern & Apprentice program participants

DEPARTMENT Corporate · Human Resources

POSITION SUMMARY

The Human Resources Generalist supports every employee of Emmonak Corporation from application
through separation. The position runs recruiting, onboarding, personnel records, handbook administration,
benefits coordination, and employee relations support, and makes sure the Corporation applies its policies
fairly and consistently. The Generalist champions shareholder hiring preference and leads the Shareholder
Intern & Apprentice program, building a pipeline of shareholders and descendants into Corporation careers.

ESSENTIAL DUTIES & RESPONSIBILITIES

• Post positions, screen applications, schedule interviews, and coordinate hiring panels with unit leaders.

• Prepare offer letters, onboarding packets, confidentiality agreements, and handbook acknowledgments,
and track every signature to completion.

• Maintain complete, confidential personnel files and the position roster in line with the Employee
Handbook.

• Coordinate background checks, drug screening, I-9 verification, and new-hire reporting.

• Administer leave, PTO tracking, and benefits enrollment, and coordinate payroll changes with accounting.

• Support supervisors with performance evaluations, documentation, and corrective action under
handbook procedures.

• Track required training and certifications by position.

• Apply shareholder hiring preference consistently and lawfully, and maintain records that support it.

• Lead the Shareholder Intern & Apprentice program, including recruiting, placement, and evaluations.

• Recommend handbook and policy updates to leadership as laws and operations change.

www.emmonak.com/careers
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REQUIRED QUALIFICATIONS

• Associate's or Bachelor's degree in Human Resources, Business Administration, or a related field, or
equivalent experience.

• Two (2) or more years of human resources, personnel administration, or office administration
experience.

• Working knowledge of employment law basics, including Alaska wage and hour requirements.

• Proven discretion in handling confidential personnel and shareholder information.

• Proficiency in Microsoft 365, including Outlook, Teams, Word, and Excel.

• Ability to live and work in Emmonak, AK.

PREFERRED QUALIFICATIONS

• Alaska Native descent, Emmonak Corporation shareholder or descendant, or experience with an Alaska
Native corporation or tribal employer.

• SHRM-CP or PHR certification.

• Experience with ANCSA shareholder hiring preference programs.

• Experience with payroll or HR information systems.

• Bilingual proficiency in Yup'ik and English.

POSITION FLEXIBILITY & GROWTH

This position description is not exhaustive. The employee is expected to perform other duties and
responsibilities as required to support Emmonak Corporation’s operations, its shareholders, and the
communities it serves. Responsibilities and duties will evolve based on acquired skills, completed training,
business needs, and opportunities identified by leadership. This position offers growth opportunities within
Emmonak Corporation and the Emmonak Family of Companies for employees who demonstrate initiative,
reliability, and continued professional development.

PRE-EMPLOYMENT SCREENING

Employment is contingent on the satisfactory completion of a pre-employment background check and drug
screening. Continued employment is subject to periodic and reasonable-suspicion drug and alcohol testing
in accordance with Emmonak Corporation policy and applicable federal contracting requirements (including
DOT, FMCSA, and federal awarding-agency standards where applicable). Candidates must consent to these
screenings as part of the application process.

PHYSICAL REQUIREMENTS & WORK ENVIRONMENT

Physical
requirements

Primarily office-based with regular site visits to the Store, Tank Farm, and other
Corporation sites in all weather (temperatures may reach -40°F). Must be able to lift up
to 25 lbs. Required PPE must be worn at all times on the Tank Farm.

Work environment Emmonak, AK corporate office, with regular visits to each operating unit.
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EQUAL OPPORTUNITY & ANC HIRING PREFERENCE

Emmonak Corporation is an Equal Opportunity Employer. All qualified applicants receive consideration for employment
without regard to race, color, religion, sex, national origin, disability, veteran status, or any other characteristic protected by
law. Pursuant to ANCSA Section 7(b) and corporation policy, Alaska Native and American Indian shareholders and their
descendants receive hiring preference where permitted by law. Emmonak Corporation exercises shareholder hiring
preference consistent with ANCSA Section 7(i) revenue-sharing obligations and applicable federal law. Alaska Native
shareholders and lineal descendants of shareholders are encouraged to apply and receive preference in hiring decisions for
comparable qualifications.

Emmonak Corporation is an Alaska Native–owned 8(a)-pursuit firm and a Buy Indian Act–qualified Indian Economic
Enterprise. ANCSA shareholders and descendants receive lawful hiring preference in accordance with 43 U.S.C. § 1626(g).

APPLICANT ACKNOWLEDGMENT

By signing below, I confirm that I have read this job description and understand the duties, qualifications, and working
conditions of this position.

Signature Date

Printed name

www.emmonak.com/careers
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