
 

 

The Regional Task Force on the Homeless (RTFH) is a nonprofit organization.  On behalf of the Continuum of Care 
(CoC), RTFH manages our region’s Homeless Management Information System (HMIS); a secure online city and 
countywide database that enables service providers to manage their program services.  The HMIS includes the 
Coordinated Entry System (CES); a client-centered process that streamlines access to the most appropriate 
housing intervention for each individual or family experiencing homelessness.  RTFH also coordinates the annual 
Point-in-Time Count in January.  Approximately 1800 volunteers are trained and deployed throughout San Diego 
County to count and interview homeless persons who are unsheltered.  

 
Seeking an HMIS Executive Assistant to join the RTFH team. 
 
ESSENTIAL FUNCTIONS:   

 Coordinate executive communications, including taking calls, responding to emails and interfacing with 
clients  

 Prepare internal and external corporate documents for team members and industry partners  

 Schedule meetings and appointments and manage travel itineraries  

 Taking minutes at various meetings and distributing to the community 

 Arrange various meetings including meeting rooms and calendar coordination 

 Maintain an organized filing system of paper and electronic documents  

 Uphold a strict level of confidentiality  

 Develop and sustain a level of professionalism among staff and clientele  

 Proficient in Microsoft Office 

 Perform additional duties as assigned 
 
KNOWLEDGE, SKILLS AND ABILITIES:   
  Knowledge of: 

 Practices and methods of office management and administration, including the use of standard office 
equipment. 

 Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to 
assigned area of responsibility. 

 Principles and procedures of record-keeping and reporting. 
 Principles and practices of data collection and report preparation. 
 Business letter writing and the standard format for reports and correspondence. 
 Business mathematics and basic statistical techniques. 
 Modern office practices, methods, and computer equipment and applications related to the work. 
 English usage, grammar, spelling, vocabulary, and punctuation.  
 Techniques for providing a high level of customer service by effectively dealing with the public, vendors, 

contractors, and RTFH Staff. 
 Desirable but not required, knowledge of Social Media and Graphics. 

  Excellent Skills in: 

 Attention to detail and organization 

 Oral and written communication  

 Customer service and relationship building  

 Typing speed of at least 50 wpm 



 

 

  Ability to: 
 Plan, organize, schedule, assign, review, and provide feedback to assigned staff. 
 Perform responsible administrative support work with accuracy, speed, and general supervision using 

tact and discretion. 
 Maintain confidentiality and be discreet in handling and processing confidential information and data. 
 Interpret, apply, and explain applicable Federal, State, and local laws, rules, regulations, policies, and 

timelines, as well as complex administrative and departmental policies and procedures. 
 Participate in the preparation of department budget, including gathering and analyzing data related to 

expenditures and projected charges and monitoring budget expenditures and revenues. 
 Understand the organization and operation of the RTFH and of outside agencies as necessary to assume 

assigned responsibilities.  
 Compose correspondence and reports independently or from brief instructions. 
 Understand and carry out complex oral and written directions. 
 Research, analyze, and summarize data and prepare accurate and logical written reports. 
 Make accurate arithmetic, financial, and statistical computations. 
 Enter and retrieve data from a computer with sufficient speed and accuracy to perform assigned work. 
 Establish and maintain a variety of filing, record-keeping, and tracking systems. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner; 

organize own work, set priorities, and meet critical time deadlines. 
 Operate and maintain modern office equipment, including computer equipment and specialized 

software applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal 

guidelines. 
 Establish, maintain, and foster positive and harmonious working relationships with those contacted in 

the course of work. 
 

 
EDUCATION AND EXPERIENCE:   
Qualifying education/experience: 
Equivalent to the completion of the twelfth (12th) grade supplemented and four plus years of experience as an 
Executive Assistant reporting directly to senior management. 
Licenses and Certifications: 
Possession of, or ability to obtain, a valid California Driver’s License by time of appointment. 
 
Full-time Non-exempt position within the salary range of $42,000-$52,000.  Benefits package includes medical, 
dental, vision, chiropractic, and life insurance, SIMPLE IRA, and paid time off. 
 
Our organization offers a casual work environment with a talented and friendly team. 
 
If you are qualified and interested in this position, please reply to this post. Send a cover letter with pay 
requirements and resume to jobs@rtfhsd.org.  Be sure to include the job title in the subject line of your email. 
 
RTFH is an Equal Opportunity Employer. 


