
The Los Angeles LGBT Center is committed to fostering diversity throughout its staff, both paid and volunteer. 
 (Please note: Clients of the Los Angeles LGBT Center will not be assigned to the department(s) from which they receive services) 

 

 
 
PROGRAM SUMMARY: 
The Volunteer Resources department supports the services and activities of the Los Angeles LGBT Center by 
developing and providing opportunities for individuals to be involved in the community through commitment of 
their time, talents and resources.  
	  
JOB SUMMARY:   
This position supports the daily administrative functions of the Volunteer Resources department   
	  
ESSENTIAL FUNCTIONS & RESPONSIBILITIES: 
1) Help maintain the day-to-day systems and administrative functions of the office and operation areas including 

assisting with reception desk work, answering phones, checking voicemail, data entry; 
2) Assist in coordinating volunteer interview appointments; 
3) Will be responsible for maintaining the Career Center job board postings and coordinating career counseling 

client appointments; 
4) Will be responsible for updating in-house department calendar of events and volunteer projects board as well 

as Cyber and Lobby desk calendars; 
5) Assist in special research projects and data collection;  
6) Assist in sending out volunteer application packets when necessary;  
7) Assist in maintaining volunteer binders;  
8) Provide pre-event, event and post-event support; 
9) Provide assistance in various volunteer appreciation efforts (birthday cards, thank you cards, etc.) 
10) Participate in staff meetings, planning sessions and other forums as needed; 
11) Other duties as assigned   

 
 

JOB QUALIFICATIONS AND EXPERIENCE: 
1) Strong customer service and reception skills; 
2) Strong verbal and written communication skills; 
3) Strong organizational, detail and interpersonal skills; 
4) Good computer skills and knowledge including word-processing, database operation, spreadsheets, and other 

software systems; 
5) Ability to type at 65 words per minute; 
6) Ability to perform job duties during operating hours of greatest need; 
7) Bilingual English/Spanish a plus; 
8) Responsible, respectful and dependable; 
9) Demonstrated ability to work effectively with people of diverse races, ethnicities, ages, sexual orientation 

and genders in a multicultural setting. 
 
 
TRAINING, EDUCATION, AND/OR LICENSURE: 
1) Some experience in a reception, general office, or front office work type environment; 
2) Background in a social service environment a plus. 

	  	  	  	  	  	  	  

	  

POSITION/JOB	  TITLE:	  	    
DEPARTMENT/PROGRAM:	  	    
REPORTS	  TO:	  	   	   	    
TIME	  COMMITMENT:	  	   	  
LOCATION:	   	   	    

Administrative Assistant 
Volunteer Resources 
Volunteer Coordinators/Program Manager 
6 months,  minimum 4 hours per week  
On-site;  VR Office Room 210 
The Vil lage 1125 N.  McCadden Pl . ,  L .A.  CA 90038 


