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Transitions-Mental
Health Association





784 High Street, San Luis Obispo, CA 93401

Phone (805) 540-6500
FAX (805) 540-6501
Job Description – 
Position Title:
Outreach and office support Northern of Santa Barbara County –                                                              Bilingual 
Program:

Family Services 

Supervisor:

Program Manager 
Salary Grade:

PI
FLSA Status:

Non-Exempt
Revision Date:
Sep 26, 2024

Mission Statement:

Transitions Mental Health Association is a nonprofit organization dedicated to eliminating stigma and promoting recovery and wellness for people with mental illness through work, housing, community and family support services.  
Position Summary:
This is a volunteer, unpaid position ideal for individuals interested in gaining experience in outreach and office administration while supporting our organization’s mission. No prior experience is necessary, and training will be provided. Volunteers will assist with community outreach efforts as well as provide general office support.
 Responsibilities and Duties:
1. Assist with community outreach initiatives, including distributing flyers, making phone calls, and organizing outreach events.

2. Provide administrative support, such as answering phone calls, managing emails, and handling general inquiries.

3. Help maintain and organize office supplies, documents, and resources.

4. Assist in scheduling meetings and managing calendars for team members.

5. Support the preparation of outreach materials, such as brochures, flyers, and newsletters.

6. Engage with the community to promote awareness of our programs and services.
Job Environment:

1.  Moderate, physical activity and frequent driving; may include moving or lifting up to 50 lbs.
2.  Involves moderate risks that require safety precautions and the risk of exposure to potentially intense situations.  
Minimum Requirements:

1. No prior experience necessary.
2. Bilingual English/Spanish 
3. Basic computer skills (Microsoft Office, email, internet navigation).

4. Strong communication and interpersonal skills.

5. Organized, detail-oriented, and able to manage multiple tasks.

6. Ability to work independently and in a team environment.

7. A positive attitude and willingness to support outreach and office activities.
Hours:

This position requires 5 to 10 hours per week, with an estimated duration until June 2026.
Benefits:
1. Gain valuable experience in community outreach and office administration.

2. Flexible schedule tailored to your availability.

3. Opportunities to contribute to a meaningful cause and develop professional skills.

4. Certificate of completion or reference letter upon request.

Physical Demands:

1. Seeing

2. Hearing

3. Speaking

4. Stooping/Bending

5. Moving around office

6. Moving between offices/clients

7. Driving

8. Climbing

9. Lifting/carrying heavy items

10. Computer use

11. Pushing/pulling/dragging items

12. Standing for long periods

13. Working outside

14. Using hands/fingers
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