
 
 

has an Opportunity for the Following Position: 

Administrative Assistant  
Corporate Office – Laguna Hills 

Temporary - Full-Time 
 

Western Youth Services is a leading expert in children’s mental health and wellness solutions.   As a hub 

of children’s mental health in Orange County, we’ve been providing services and programs for our 

community for over 45 years. Our passionate and dedicated staff deliver services and programs that 

prevent, treat and heal our kids and families and increase their ability to live full and productive lives.  If 

this sounds like you, and you meet the qualifications for this position, please send us your resume. 

 

Primarily responsible for providing administrative support for the Administration (includes facilities, IT, 

etc.) Department, and reception duties for the Corporate office.  In addition, as needed, this position will 

administratively support other departments within the Corporate office. 

 

Responsibilities 

 Administrative support to Administration Department. 

 Creates and helps maintain written procedures. 

 Assist with equipment inventory as necessary. 

 Participates in Collaborative partnerships with County departments. 

 Provides general administrative support including phone coverage which provides call screening 

for management team and triage calls for forwarding to appropriate clinic. 

 Receptionist duties e.g. answer phones (light volume), manage flow of visitors and lobby 

appearance in a manner that supports WYS vision and mission statement. 

 Reads and respond to emails within 24 hours (Monday through Friday). 

 

Minimum Qualifications  High school diploma or general education degree (GED) required; and one 

year related experience in a fast-paced office environment.  Or equivalent combination of education and 

experience.  Bachelor’s degree preferred.   

 Ability to read, comprehend and prepare clear and concise reports, memos, and procedures with 

conformance to the prescribed style and format. 

 Quality orientation – proficient with attention to detail and proofreading.  Problem solving ability. 

 Effectively present information in one-on-one and small group situations and to effectively respond 

to detailed inquiries from Management and staff. 

 Excellent interpersonal and communication skills.  Strong customer service orientation.  

 Must be proficient in data entry, and computer literate with Microsoft Office Suite, Outlook, 

Word, Excel, and database skills. Computer literacy with Access preferred.   

Note:  Please only apply if you consider attention to detail to be one of your strengths. 

 
Benefits: Comprehensive employee benefits package includes:  Medical, Dental, Vision, Life Insurance, 

Long Term Disability and 403(b) Retirement Incentive & Savings Plan.  

 



Western Youth Services is an Equal Opportunity Employer and seeks to recruit and retain 

a diverse workforce to maintain the excellence of Agency service to the community and 

to offer richly varied disciplines and perspectives.  

 


