
 
 

Has an Opportunity for an 

 

ADMINISTRATIVE ASSISTANT  

Family Resource Centers (FRCs) 
Part-Time (15 hours per week - Anaheim) 

 
The Administrative Assistant is primarily responsible for providing administrative support to the 

department and general office support.   

 

Essential Duties and Responsibilities:  Assists and supports the activities and responsibilities 
of the clinical and supervisory team to support client care by coordinating and performing a broad 

range of administrative/clerical duties.  Serves as point of contact for all collaborative partners or 

contractors contacting the FRC program.  Responsible for entering data into the database with 

accuracy and efficiency.  Maintains client spreadsheets and chart organization both within and 

across charts. Clear and effective communication with manager and program staff. Assists in new 

hire data entry/program training; includes ongoing/additional training as needed.  Knows the 

services the Agency provides.  Maintains working knowledge of and complies with all HIPAA 

regulations.  Reads and responds to emails within 24 hours (Monday through Friday).  Bilingual 

ability in Spanish preferred. 

 

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

and two years related experience; or equivalent combination of education and 

experience.  Ability to read, comprehend and prepare simple instructions, short correspondence 

and memos.  Ability to effectively present information in one-on-one and small group situations 

and to effectively respond to detailed inquiries from Management and staff.  Ability to accurately 

calculate figures and amounts and to apply concepts such as fractions, percentages, ratios, 

proportions, discounts, and interest to practical situations.  Ability to deal with problems 

involving several concrete variables in standardized situations; to apply common sense 

understanding to carry out instructions (furnished in written and oral form); make observations 

and communicate with others; and make sound independent decisions when circumstances 

warrant such action.  Time Management: the ability to organize and manage multiple 

priorities.  Strong customer service orientation.  Quality orientation – attention to 

detail.  Dependable and reliable.  Problem solving ability.  Excellent interpersonal and 

communication skills.  Must be computer literate with Microsoft Office Suite, Outlook, Word, 

Excel, and database skills.   

 


