
 

 
Administrative Assistant 1 

Advocacy Units 
Oakland 

 
SALARY RANGE: $17.08-$22.89/hour DOE 
 
JOB DESCRIPTION: 
This position works under the direct supervision of the Office Manager, and 
provides administrative and clerical assistance to staff in the Peer Self-Advocacy 
and Voting Units.  Disability Rights California will provide on-the-job training for 
this position, as well as ongoing training opportunities. 
 
JOB RESPONSIBILITIES: 

1. Type/edit/proofread documents, correspondence, forms, and charts 
utilizing Microsoft Word or WordPerfect, PowerPoint and Excel. 

2. Establish and maintain filing systems; coordinate and make arrangements 
for travel, meetings, and conference calls; calendaring; copying; faxing; 
distribution of materials; and processing mail. 

3. With minimal supervision, handle telephone contacts with clients, 
professionals and others outside the organization. 

4. With supervisory oversight, act as liaison between other units within the 
agency – i.e., gather information from and/or convey information to other 
units, handle follow-up tasks, and report back to requestor as directed by 
supervisor. 

5. Inventory and ordering of office supplies, including purchasing and 
maintenance of office furniture and equipment.   

6. Process purchase orders and various accounting and administrative forms, 
including submission of related paperwork. 

7. Provide daily disability related assistance (e.g. helping remove coat, 
helping to eat lunch, helping with medications, helping with routine office 
procedures) for co-workers with disabilities and occasionally for clients. 

8. Data entry, note taking and preparation of reports, as needed. 

9. Provide logistical support for projects and trainings. 

10. Participate in off-site outreach to minority and underserved 
communities. 



 

11. Travel and occasional evening and weekend work required on an as-
needed basis. 

12. Perform other duties as assigned. 

Working at DRC is more than just a job - it's that rare opportunity to do what 
you're good at while making a difference in the lives of Californians with 
disabilities. Learn more about us at www.disabilityrightsca.org 
 
Applications should be received by September 25, 2017 to be considered 
for the first round of interviews. 
 
DRC offers competitive salaries and a generous benefit package! To view the 
detailed job description and complete the application process visit 
http://www.disabilityrightsca.org/Jobs/index.htm 

http://www.disabilityrightsca.org/jobs/jobs.htm

