
 

 

 

OFFICE MANAGER/EXECUTIVE ASSISTANT 

Housing Trust is looking for exceptional people who believe that safe, stable affordable housing opens the 
door to better living for everyone.  We embrace diversity. We nurture it and we thrive on it because it benefits 
our organization, our partners, and our community. 
 

MISSION AND HISTORY 
Housing Trust is leading the effort to create a strong affordable housing market in the greater Bay Area as one 
of the region’s highest-volume nonprofit housing lenders.  Serving people experiencing homelessness to 
renters to first-time homebuyers, we assist a wide range of residents with programs across the entire 
spectrum of housing issues. Since 2000, Housing Trust has invested $446 million – creating over 24,000 
affordable housing opportunities serving over 44,000 of our neighbors. Housing Trust has led the way in 
engaging local corporations and foundations in investing hundreds of millions of dollars to work with us to 
bring more solutions to the market all while experiencing several years of high growth in our lending business.   

 
POSITION OVERVIEW 
The Office Manager/Executive Assistant (OM/EA) will be responsible for the administrative and organizational 
management of the Housing Trust Silicon Valley office. The ideal candidate will be experienced in handling a 
wide range of operational, administrative, executive, and human resources support related tasks, will be 
exceedingly well organized and flexible, and will enjoy the administrative challenges of supporting a small 
office of diverse individuals and programs. This individual must be able to function effectively in a variety of 
roles within a dynamic environment under minimum supervision. Under the supervision of the Director of 
Human resources the OM/EA responsibilities will include, but not be limited to the following: 
 

KEY RESPONSIBILITIES 
Operations management (45%) 

Support the day-to-day administration and office management activities. 

• Responsible for developing and implementing office procedures and standards to guide office 
operation.  

• Create a welcoming and professional atmosphere for visitors and staff while maintaining a safe and 
secure working environment. 

• Responsible for managing office services by ensuring office operations run smoothly, efficiently, and 
effectively; from managing incoming calls and mail, to initiating and maintaining vendor relationships 
and managing procurement of goods and services. 

• Serve as liaison to Property Manager, phone system administrator, and IT support. 

• Maintain a master calendar of meetings and events and help a busy team stay in touch in our current 
semi-hybrid environment as we develop our pilot program and long-term plan. 

• Plan space allocations, layouts to support a potential hybrid return to office, and arrange for and 
supervise office space maintenance. 

• Serve as project manager in the planning and execution of company events such as monthly staff 
meeting and other organization-wide events including, but not limited to holiday events, and off-site 
meetings. 

• Maintain physical and electronic records and define procedures for their retention, protection, 
retrieval, transfer, and disposal. 

• Serve as Dashlane, Zoom, Docusign, and Box Administrator/super user and support maintaining 
policies and best practices.  Learn new products and implement them. 



 
 

• Update Salesforce for impact data and CRM contacts.  Serve as second SF Administrator and (if time) 
support SF projects  

• In partnership with our IT vendor, lead internal Cyber Security awareness campaigns. 
• Provide other daily support to staff as needed 

 

Executive Assistant Responsibilities (40%) 

Complete a broad variety of administrative tasks for the CEO and the senior leadership team. 

• Assist CEO and senior staff with calendar management and board of directors’ communications. 
• Support planning and logistics of Board and Board Committee meetings including coordinating delivery 

of board packages with CEO and other senior staff. 
• Build strong working relationships with board members and committee members and their admins. 
• Attend and take minutes at Board and Board Committee meetings; maintain meeting minutes and 

deliver action items to the appropriate person or department.  
• Assist with travel arrangements to secure most cost-effective travel 
• Coordinate meeting schedules and logistics; support the preparation of meeting agendas and materials 

for internal meetings. 
• Compose and prepare correspondence that is at times confidential in nature; prepare presentations; 

complete expense reports and timesheets. 
• Research, prioritize, and follow up on incoming issues and concerns addressed to the CEO, including 

those of a sensitive or confidential nature. Determine appropriate course of action, referral, or 
response.  Coordinate requests for CEO’s signature on legal documents, reports, and correspondence. 

• Work closely and effectively with the CEO to keep them well informed of and prepared for upcoming 
commitments and responsibilities, following up appropriately. 

• Prioritize conflicting needs; handle matters expeditiously and proactively; and follow-through on 
projects to successful completion, often with deadline pressures. 

• Complete other tasks as requested, which may be complex and require anticipation of needs or 
circumstances. 

 
Human Resources (15%) 

• Support in coordinating the interview process between hiring managers and candidates. 
• Conduct new hire orientation and support the onboarding and exit processes 
• Process background checks and employment verifications 
• Maintain accurate employee records 
• Support in monitoring procedures for record-keeping. Ensure security, integrity, and confidentiality of 

data and compliance with law state and federal law.  
 
Qualifications 

• Associate degree and 5+ years of experience in an administrative or operations role, with at least two 
years supporting C-Level Executives. 

• Proficiency in various office cloud systems such as Box for file management and CRM software  
• Advanced skills in Microsoft Office (Outlook, Word, Excel, and Power Point), Google docs applications 

and Adobe Acrobat.    
• Demonstrated ability to quickly learn technical platforms. 
• Strong organizational and projects management skills that reflect ability to perform and prioritize 

multiple tasks seamlessly with excellent attention to detail. 
• Proven ability to handle confidential information with discretion, be adaptable to various competing 

demands, and demonstrate the highest level of customer/client service. 



 
 

• Strong interpersonal skills and the ability to build relationships with stakeholders, including staff, 
board members and external partners. 

• Excellent written, verbal communication and customer service skills. 
• Demonstrated proactive approaches to problem-solving with strong decision-making capability. 
• Highly resourceful team-player, with the ability to collaborate and work independently. 

 

COMPENSATION 
Housing Trust offers a competitive compensation package, including a bonus plan and benefits. This is an 
exempt, full-time position. Annual salary range for this position is $80,000 to $95,000. Resumes will be 
reviewed and considered on an ongoing basis. To be considered for this position, please submit a letter of 
interest and resume to Jobs1@housingtrustsv.org. 

 
Our total compensation package includes the following: 
Medical, Dental and Vision benefits fully covered for employees. Eligible dependents covered at 50%. 
401K employer contribution at 3% and additional match up to 2%.  
3 weeks of paid vacation 
12 paid sick days 
Paid year-end shutdown 
End of year bonus 
Tuition reimbursement program and more... 
 

Housing Trust is an equal opportunity employer to all regardless of race, color, national origin, ancestry, sex, 
marital status, disability, religious or political affiliation, actual or perceived gender identity, age, or sexual 
orientation. Housing Trust is committed to diversity, equity and inclusion and our goal is to have a workforce 
(at all job levels) that is representative of the communities we serve. 
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