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Organization Description: 

Meals on Wheels Diablo Region is the most comprehensive senior-serving organization 

in Contra Costa County.  Our seven program areas serve adults 60 plus, mostly low-

income, who have a range of needs.  We work with partner organizations to help seniors 

remain healthy and independent for as long as possible.  Clients are not charged fees 

for any of our services.  Instead, we rely on a combination of grants, donations, and 

government contracts. 

 

Scope of Work: 

The Administrative Assistant reports to the Office Manager. This position provides high-

quality customer service and key administrative support to clients, volunteers, and staff 

in a positive way as well as serving as an effective communications facilitator. 

 

The Administrative Assistant has both internal and external facing responsibilities. This 

position is the primary back-up to the agency Receptionist, answering phones and 

addressing volunteer inquiries. 

 

The position is 20 hours per week, 9:00 am to 1:00 pm, Monday through Friday and is 

located at 1300 Civic Drive, Walnut Creek. This part-time position does not include 

benefits. 

 

Duties and Responsibilities: 

 Answer phones when Receptionist is unavailable. 

 Complete routine administrative duties assigned by the Office Manager or the 

Receptionist or any other person in leadership as needed. 

 Assist in coordinating communications and scheduling with administrative 

volunteers. 

 Properly handle confidential information and conform to all HIPAA standards. 

 Process volunteer inquiries including reporting, correspondence, and follow-up 

in a timely manner. 

 Assist with special projects as needed. 

 Assist with miscellaneous duties as they arise. 
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Qualifications: 

This position requires the following:  

 Excellent computer skills. 

 Manual typing/data entry. 

 Excellent telephone and interpersonal skills. 

 Ability to maintain confidentiality. 

 Detail-oriented, reliable, and punctual. 

 Proficient with Microsoft Office applications, including Excel and Word, and 

eagerness to learn and work with different Web based programs. 

 Ability to effectively interact with staff and community members. 

 Organized, multitasker who can work independently and in a group environment. 

 Background check clearance. 

 Valid CA Driver’s license, proof of car insurance and reliable transportation. 

 Ability to lift 15 pounds. 

 Bilingual preferred. 

 Ability to work with diverse populations, demonstrating cultural competency and 

community awareness. 

 

 

Interested, Qualified Candidates   

Send cover letter and resume (PDF format ONLY) via email to:   

Linda Kircher 
Office Manager 
lkircher@mowdr.org 
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