
TITLE: EXECUTIVE ASSISTANT 
SCHEDULE: 20 hours per week, Part-time 
AGENCY: The Diversity Center (TDC)  
REPORTS TO: The Executive Director 
LOCATION: Santa Cruz, CA   
 
The Diversity Center’s Mission: advocate for, support and celebrate the LGBTQ+ community 
 
ABOUT US: The Diversity Center (TDC) was founded in 1989 to support and advocate for 
LGBTQ+ people, so that they can thrive within Santa Cruz County. We accomplish this through 
multiple strategies, including creating meaningful programs for the more marginalized parts of 
the LGBTQ+ community; specifically, transgender individuals, seniors, youth, and Latinx people. 
We also serve the entire LGBTQ+ community by providing information and referrals through our 
drop-in community center, online resource directory, community calendar, and community 
events. Our efforts impact the wider community as well, reaching beyond our core target 
population of LGBTQ+ people to provide education and training designed to open hearts and 
minds and to create lived equality. TDC reached over 2,500 people last year through our 
Triangle Speakers educational speakers’ bureau and specialized trainings. 
 
OVERVIEW OF THE POSITION: The Executive Assistant will be multi-tasking in a fast-
changing environment, providing high level administrative support to the Executive Director, and 
managing agency-wide communications. The position requires a highly motivated and skilled 
individual who will perform a wide range of administrative and executive support tasks that 
require strong attention to detail. The ideal candidate has strong administrative and 
communication skills along with a deep understanding of the LGBTQ+ community.  
  
POSITION: 
The major functions of this role are: 

• Plan and execute multiple urgent tasks. 
• Manage The Diversity Center’s key communication including social media, newsletters, 

press releases, and website content. 
• Have tact, diplomacy and a positive attitude! No project is too big or too small and no 

problem is above or beneath you. Be willing to roll up your sleeves and get your hands 
dirty (sometimes literally). 

• Design basic material online and on paper. (Skill using or willingness to learn 
Squarespace, Photoshop, Indesign). 

• Compile materials and prepare presentations and reports in Excel, PowerPoint, and 
Salesforce. 

• Maintain a high degree of confidentiality. 
• Build and maintain great relationships with people at all levels. 
• Take big-picture assignments and fill in the blanks. 
• Follow-up and follow-through on all action items. 
• Stay on top of ever-changing priorities and projects. 
• Communicate exceptionally well in person and in writing. 
• Help folks in the community find resources. 

 
REQUIRED SKILLS AND ATTRIBUTES:  

• Embrace The Diversity Center’s core values and mission 
• At least three years of work experience  



• Strong written and verbal communication skills 
• Must be a team player able to manage multiple projects with competing deadlines 
• Proven track record of achieving goals and objectives 
• Strong Microsoft office skills and a willingness to learn other software systems 
• Experience with the Google suite of services (Google docs, Google drive, Google 

sheets, etc) 
• Familiarity with LGBTQ+ community issues 
• Ability to attend occasional events and meetings during evenings and weekends 
• Cultural sensitivity, gender-awareness 
• Natural affinity and ability for details –– the sort who triple-checks everything 
• Dedicated to planning ahead, yet nimble when faced with unexpected changes 
• Extremely proactive and productive; self-starter and self-motivated 
• Critical thinker and creative problem solver 

 
PREFERRED SKILLS:   

o Familiarity with Salesforce, Indesign, Photoshop, Squarespace, and Asana 
o Design Experience  
o Bilingual Spanish/English 

 
PAY:  

•  The pay range for this position is $18.16-$20.16 per hour ($1 more if bilingual) 
• This is a part-time, non-exempt position that does not provide health insurance 

 
APPLICATION:  
To apply for this position: Please send your resume and a cover letter to 
staffing@diversitycenter.org by Nov. 7, 2019. Resume and cover letter should be a single PDF 
with the email title: Executive_Assistant (your last name). They should outline your interest in 
and fit for the position. In your cover letter, please tell us why you are excited by this opportunity 
and why you would be an amazing fit at The Diversity Center. Applications without a cover letter 
will not be considered.  
 
Questions? If you have questions about the position, you can email 
director@diversitycenter.org or call executive director Sharon Papo at 831-425-5422x101.  
 
The Diversity Center is an equal opportunity employer. All applicants will receive consideration 
for employment without regard to, and will not be discriminated against based on, age, race, 
gender, color, religion, national origin, sexual orientation, gender identity, veteran status, 
disability or any other protected category. We are dedicated to providing an accessible 
environment for all candidates during the application process and for employees during their 
employment. Please let us know if you need a reasonable accommodation to apply for a job or 
participate in the application process. 
 


