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Petaluma People Services Center 
EMPLOYMENT OPPORTUNITY 

Open until filled 
 

Job Title:  Petaluma Day Labor Initiative - Organizer  
Compensation: $18.50/ hour, 20 hours per week. Non-Exempt, Temporary/Seasonal; paid 

training 
Reports to:  Executive Director 
Location:  Petaluma People Services Center 
 
Position Summary:  The Hiring and Site Coordinator is primarily responsible for organizing the 
day labor workers, and facilitating the daily democratic hiring process. 
Vision Statement:  To create a healthy and inclusive multicultural community where everyone has 
the opportunity to share their gifts and talents for the benefit of the whole. 
Mission Statement: To ensure that Day Laborers are treated with justice and dignity, that their 
human and civil rights are respected, and that they are recognized as important contributing 
members of our community. 
Ultimately, the PDLI will create a community-supported Day Labor Center where workers and their 
families participate in the leadership and operation of the Center. The goal of the Labor Center will 
be to increase opportunities for employment, health, education and civic engagement. 
 
JOB RESPONSIBILITIES: 
Facilitate the democratic hiring process. 

 Recruit, register, organize day laborers through outreach efforts, including outreach at 
informal job-seeking sites weekly. 

 Provide highly responsive customer service to employers, day workers, volunteers, 
neighbors and the general community. 

 Respond to inquiries, concerns, questions and complaints in a timely manner. 
 Assist with volunteer recruitment and training. 
 Work to create rules for general assembly. 
 Model, evaluate and maintain respectful relationships, communication, and behaviors 

among all people at the PDLI, PPSC and county collaboration. 
 Advocate for the needs and rights of domestic workers and day laborers with clients. 
 Document incidents, events, problems and conflicts that occur.  
 Assist in resolving conflicts between domestic workers, day laborers and clients. 
 Maintain and nourish positive community public relations. 
 Support Executive Director in ensuring program performance goals are attained. 

 
Develop the leadership of domestic workers and day laborers 

 Encourage members (and yourself) to grow as individuals. 
 Support members to assume greater roles and responsibilities. 
 Collaborate with staff to achieve the mission and vision of PDLI. 
 Assist members with completing paperwork and making phone calls on their behalf related 

to employment.  
 

Other Duties 
 Prepare weekly activity reports and monthly data reports. 
 Participate in staff meetings and development activities. 
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 Answer phones/field calls for PDLI program. 
 Provide interpretation / translation. 
 Maintain a safe and secure working environment. 

Job Requirements 
 Ability to collaborate and work cooperatively 
 Knowledge of, or willingness to learn community organizing 
 Knowledge of, or willingness to learn about immigrant rights and social justice 
 Ability to work effectively with people from a diverse range of backgrounds 
 Ability to travel locally in Sonoma County  
 Strong communication and facilitation skills 
 Strong written and oral skills in English and Spanish 
 Dedication and ability to work flexible, early morning hours including Saturdays and 

Sundays 
 Basic knowledge of computer operations (Windows, Word, Excel, etc.) and equipment 

operation such as copiers, fax machines and telephones 
 Administrative and organizational skills necessary to carry out job description 

responsibilities.  
Competencies 
 Organizing skills 
 Critical thinking 
 Work and time management 
 Attention to detail, high level of accuracy 
 Information gathering and monitoring 
 Initiative 
 Integrity and leadership 
 Teamwork and collaboration 
 Ability to work well under multiple priorities and deadlines 

 
Physical Demands 
Must be able to maneuver throughout the community in various locations of unknown 
accessibility. Must be able to clearly communicate verbally in English and Spanish. Must be able 
to do phone or computer work for blocks of time. Must be able to lift and move paperwork and 
files, up to 20 pounds. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
 
Work Environment 
PPSC Main office; street corners, fields, woods, wetlands, sidewalks, trails and public buildings. 
 
To apply 
Please send a letter summarizing your qualifications and interest along with a resume that 
includes education, work history and one employment and one personal reference to:  Petaluma 
People Services Center, 1500 Petaluma Blvd. South, Petaluma, CA  94952, or 
admin@petalumapeople.org. 
 

PPSC is an equal opportunity employer. It is our strong belief that equal opportunity for all employees is central to the continuing success 
of our organization. We will not discriminate against an employee or applicant for employment because of race, color, national origin, 
ethnicity, age, gender, sexual orientation, religion, political affiliation, marital status, veteran status, genetic information, physical 
disabilities or medical condition (i.e., AIDS or ARC-related or cancer) or any other category protected by Federal or State law in hiring, 
promoting, demoting, training, benefits, transfers, layoffs, terminations, recommendations, rates of pay or other forms of compensation. 
Opportunity is provided to all employees based on qualifications and job requirements. 

 

 


