
JOB ANNOUNCEMENT 
POSTED:  October 15, 2018 

DEADLINE:  Ongoing, open until filled 

The mission of MHASF is to cultivate peer leadership, build community, and advance social justice in mental health. 
870 Market St., Suite 928, San Francisco, CA 94102 • Phone: (415) 421-2926 • http://mentalhealthsf.org  

POSITION TITLE:  Administrative Assistant 

JOB STATUS Part-time (20 hours per week) non-exempt; permanent 

PAY RANGE: $22 - $24 per hour, depending on experience 

BENEFITS: 

• Available Kaiser HMO or Blue Shield PPO medical; Principal dental, vision, life & long-term
disability insurance; plus an EAP (50% health premium contribution by employer)

• Vacation, sick, and personal time accruals, plus paid holiday time
• Paid time to attend MHASF continuing education and skill-building workshops
• Excellent opportunity for advancement—over 70% of our employees have been promoted

internally at least once!

HOURS:  • 10am – 2pm, Monday – Friday, or similar equivalent
• Some flexibility required for occasional special events

REPORTS TO:  Operations Manager, Will Kamin 

POSITION START: Monday, December 3rd, 2018 (approximate) 

About the Mental Health Association of San Francisco (MHASF) 
For over 70 years, MHASF has embodied the progressive ideals San Francisco is known for. We have advocated 
against stigma and discrimination in mental health across diverse communities and changed policy, perception, and 
ultimately people. As a peer-run organization, we know that systems change comes when those affected by the 
issues are centered in the solutions—nothing about us without us. Looking ahead to a future of mental healthcare 
focused on holistic, person-centered, and recovery-oriented services, MHASF is working to ensure that peer 
providers are an integral part of these emerging mental health systems. 

MHASF’s core work is providing low-threshold, peer-based support services addressing underserved needs in 
individual, group, community-based, and telehealth modalities. We lead the San Francisco community in providing 
progressive, innovative training and technical assistance on recovery-oriented mental health topics for businesses, 
community-based organizations, employers of peer staff, and the general public. We also develop peer mental 
health workers and advocates through training, mentorship, and work and volunteer opportunities. People with 
lived experience of mental health challenges are strongly encouraged to apply to work with us! 

OVERVIEW OF POSITION: 
The part-time Administrative Assistant supports MHASF’s Operations Department through general office 
management, guest reception, document-creation support, and filing system maintenance, helping ensure that our 
office is a welcoming, well-organized place for staff and visitors alike.  We’re looking for a meticulous, proactive 
problem-solver who is comfortable being called on to respond to a variety of office support needs as they arise 
while meeting administrative project deadlines and attending to ongoing processes. Our ideal candidate will not 
only have previous administrative experience successfully managing a broad range of tasks that draw on 
interpersonal, written and verbal communication, organizational, and analytical skills, but will connect with and 
enthusiastically represent our person-centered mission as a first point of contact for visitors. 

RESPONSIBILITIES: 
The Administrative Assistant will have responsibilities in the following areas, including but not limited to: 

Office Management 
• Anticipates office supply needs and places orders; tracks inventory and researches cost savings
• Maintains and troubleshoots equipment and systems, escalating to Operations Manager as appropriate
• Coordinates the organization and cleaning of shared spaces; helps implement new office space plans
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Reception, Information & Referrals 
• Answers incoming phone calls, checks messages and transfers calls & voicemails to staff contacts 
• Greets walk-in visitors, thoughtfully assesses visitor needs, and facilitates contacts with staff 
• Checks MHASF Info email and responds to and forwards inquiries as appropriate 
• Collaborates with peer support program staff to respond to complex referral and walk-in requests 

Administrative & Executive Director Support 
• Proofreads and edits documents, and drafts agendas and correspondence as requested 
• Creates and updates physical and digital files, including personnel files 
• Receives and directs inbound faxes, mail, and personnel documents 
• Prepares Board meeting packets and assists with Board meeting scheduling and coordination 
• Assists with credit card and petty cash reconciliation processes 
• Supports Operations special projects, including implementation of new procedures and systems 

As MHASF grows and develops, responsibilities and priorities for this role are always subject to change. 

REQUIRED QUALIFICATIONS:  
• At least 2 years’ professional office experience as an administrative assistant or office manager 
• Excellent written communication, proofreading, and document formatting skills; experience preparing 

agendas a plus 
• Intermediate+ skill in Microsoft Word and Excel; experience with Adobe Acrobat Professional desirable 
• Professional experience maintaining office filing systems and following filing procedures 
• Effective verbal communication skills with a wide variety of audiences in person and via phone 
• Familiarity with use of a multi-line phone system and professional email communication etiquette 
• Ability to hold boundaries and use discernment in responding to noncritical support requests from staff 
• Experience in use of a large multi-function printer and use of advanced production settings 
• Highly effective organizational skills and outstanding attention to detail 
• Understanding of basic confidentiality practices and ability to maintain privacy of sensitive information 
• Resourcefulness, ability to prioritize competing demands, and strong time management habits 
• Patience; ability to explain step-by-step processes effectively and help others learn 
• Willingness to learn from others, take feedback, and make adjustments to communication and behavior 
• Experience taking initiative to self-educate about unfamiliar subjects or concepts 
• Affirmative and accepting approach toward people whose needs and experiences differ from your own 
• Commitment to upholding the mission and values of MHASF 

TO APPLY 

Applications must include both 1) an up-to-date résumé, and 2) a cover letter describing your interest in the 
position. 

Choose one of the following options to submit your application materials: 

1. Email (preferred):  careers@mentalhealthsf.org – Include your name and the position name in the subject line 

2. Fax:  (415) 421-2928 – Include “ATTN: Human Resources – Administrative Assistant” on the cover sheet 
 
If you believe you may need a disability accommodation to participate in this application and/or interview process, 
please contact us at careers@mentalhealthsf.org or call (415) 421-2926 x337. 

Applications missing a cover letter or resume will not be considered. Applications will be reviewed on a rolling 
basis as they are submitted, and the position will be open until filled. We will contact those we wish to schedule for 
an initial phone screening. Other than accommodation requests, no phone calls about this position, please. 
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