
 
 
Position Title: PPSC/SHARE Sonoma County Shared Housing Assistant  

Reports to: SHARE Sonoma County Program Director 

Opening Date: Immediate  

Closing Date: Open until filled  

Salary: $15.00 an hour  

Hours: Part-time, 20 hours per week 

 
Petaluma People Services Center (PPSC), a 501c3 nonprofit, is much more than a collection of 52 
human services programs which are based on best practice research with measurable outcomes.  Its 
core programs include: Senior Services, Housing Programs,  Employment & Training, Counseling, and 
Petaluma Bounty. 
 
SHARE Sonoma County Mission: Provide affordable housing by utilizing existing housing throughout 
Sonoma County and to help seniors age in place, remain home and thrive. 
 
Position Description: Provide general administrative support for the SHARE Sonoma County Program. 
 
Position Duties include: 
 
 Update daily call log for phone and website inquiries 
 Coordinate the completion process of home sharing applications 

 Update database; application intake logs 
 Schedule appointments for initial interviews in established home shares 

 Facilitate quarterly wellness checks 

 Liaison with Referral Agencies throughout Sonoma County 

 Develop Volunteering Staff 

 Develop social media presence: Facebook, website with ongoing updates 

 Any other duties, as assigned  
 
Minimum Qualifications  
 A.A. in Administrative Assistant or related degree or 3 years related experience 

 Excellent self-starter with strong administrative, time and data management skills  

 Strong phone and computer skills including Microsoft Word, Excel, PowerPoint, WordPress  

 Excellent inter-personnel skills including oral and written communication  

 
Preferred Qualifications  
 Experience in working with older adults, homeless and at risk populations 

 Proven ability to work effectively both individually, and as part of a team  

 Strong ability to provide positive support to difficult populations, situations and circumstances 

 Strong ability to problem-solve and help establish any necessary boundaries for participants 

 

Submit cover letter and resume to: 
 

jobs@petalumapeople.org  
mail: 1500 Petaluma Boulevard, South, Petaluma, CA, 94952 

 

PPSC IS AN EQUAL OPPORTUNITY EMPLOYER 

mailto:jobs@petalumapeople.org

