Q FAMILY SUPPORT SERVICES

JOB ANNOUNCEMENT
Program Assistant

Date Posted: 05.09.2024
Status: Full-Time, Non-exempt
Primary Office Location: Oakland (Hybrid)

ABOUT US:

Family Support Services is a nonprofit organization that provides prevention and intervention services that
support families with children. Our mission is to nurture children, youth and caregivers to keep families healthy
and intact — please visit our website at www.fssba.org to learn more about our programs and services.

Overview: We are looking for a dedicated and detail-oriented Program Assistant to support our East Bay
Respite Program and Growing Up Strong (GUS) program. These programs provide essential childcare
breaks and therapeutic support to families with children facing various challenges. Your role will involve
data entry, administrative tasks, and ensuring smooth program operations.

Key Responsibilities:
e Process timesheets and ensure accurate billing reports.
e Compile and produce statistical data and reports.
e Assist in database administration and improvement.
e Track provider compliance with certifications and trainings.
e Perform Medi-Cal eligibility checks.
e Manage client registration and service entries.
e Prepare for site certifications and maintain up-to-date materials.

Additional Duties:

Complete administrative, program, and financial forms accurately and on time.
Participate in staff meetings, trainings, and workshops.

Support program supervisors and directors as needed.

Adhere to agency policies and procedures.

Qualifications:
e BA or equivalent degree preferred.
e Proficient in Microsoft Office Suite (Access, Excel, Word).
e Experience with data entry and database management.
e Strong organizational and interpersonal skills.
o Excellent communication skills.
e Ability to work independently and as part of a team.
e Valid CA driver's license and a clear DMV record preferred.
e Must pass a fingerprint/background check.
e Ability to speak Spanish is a plus.

Desired Characteristics:

Detail-oriented and able to multitask.

Independent worker who thrives in a team environment.
Computer savvy and passionate about helping people.

e Understanding of contracts and focus on deliverables.
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Requirements:
e Must pass a fingerprint/background check.
e Valid California driver's license, clean DMV record, and insured automobile.
e COVID-19 vaccination required.

SALARY:
The starting salary range for this position is $55,000-$60,000 per year DOE.

Family Support Services also offers excellent benefits: Employer-paid Health, dental, life insurance, and long-
term disability. Offer voluntary optional benefits: vision, supplemental life insurance, short-term disability,
accident, critical illness, commuter benefit, and retirement plan. Generous vacation, sick, and personal time.

APPLY:
Please email your résumé and cover letter to: AdminHR@fssba.org. Please attach all documents in PDF
format. All other file types/formats will not be considered.

Only candidates who meet our selection criteria will be contacted for the next step in our hiring process. Thank
you for your interest in our position. We appreciate the time you have taken to apply.

Family Support Services
303 Hegenberger Road, Ste. 400
Oakland, CA 94621

www.fssba.org

Family Support Services is an equal opportunity employer. Family Support Services is committed to workforce
diversity. Qualified applicants will receive full consideration without regard to age, race, color, religion, gender,
gender identity, sexual orientation, health status or national origin.
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