LAW FOUNDATION OF SILICON VALLEY

Mental Health Advocacy Project

Job Description

Contracts Coordinator/Office Manager
Program Description:

Law Foundation of Silicon Valley
With over 70 employees, the Law Foundation is the largest provider of free legal services in the South Bay.  Located in downtown San Jose, the Law Foundation is a dynamic and interesting place to work.  We pride ourselves on fostering a work environment that is motivating, collaborative and fun, with plenty of opportunities for professional growth.  The Law Foundation is a non-profit organization that is the umbrella for five free legal services programs, including Mental Health Advocacy Project (MHAP) and Health Legal Services (HLS).  The Law Foundation believes in providing the highest quality of legal representation to its low-income clients.  

Mental Health Advocacy Project
Mental Health Advocacy Project (MHAP) was established to secure justice and protect human rights by providing legal advocacy, counseling and access to the legal system for those who would otherwise be unrepresented.  MHAP’s goal is to empower people identified as mentally or developmentally disabled to live more independent, secure and satisfying lives through the enforcement of their legal rights and the advancement of their social and economic well-being.  MHAP helps its clients resolve problems in the areas of mental health care and treatment, housing rights, and financial benefits.

Health Legal Services

Health Legal Services (HLS) is the only legal assistance program in Santa Clara County specializing in HIV/AIDS-related law and diabetes law.  HLS provides direct legal services to individuals living with HIV/AIDS and diabetes in a wide range of practice areas including financial benefits, housing rights, estate planning and other legal issues.
Program Description:
The Contracts Coordinator/Office Manager is a full-time position that reports directly to the MHAP/HLS Directing Attorney.  MHAP/HLS has a total of 17 staff and a budget of approximately $1 million.  The Contracts Coordinator/Office Manager is the primary administrative support for the program.   

Job Description:

Contracts Coordinator Responsibilities (approximately 60%)
· Government Contracts and Grants Management:  Responsible for approximately 10 different contract/grant applications, renewals, quarterly and year-end reports, tracking performance goals and hourly billings coordination.  Also includes ensuring contract compliance and staff training of contract and billing requirements.  
· Database Management:  Responsible for the general upkeep of the client database (an Access-based program), updating submenus, creating new reports for outcome measurements, developing new queries for data tracking, and training staff on the use of the program.  
Office Manager Responsibilities (approximately 40%)

· Overseeing and Managing Office Management/Clerical Support to all MHAP/HLS staff:  Responsible for filing and maintaining filing system, data entry and maintaining the law library.  Provide administrative support to attorneys and advocates including case file maintenance, drafting simple letters and filing documents with the court.  Organize the hiring process for new staff and new hire protocol.   Responsible for clerical duties such as large-scale photocopying jobs, ordering office supplies, keeping the office machines running and stocked with paper and sorting mail.  
· Volunteer and Receptionist Coordination for MHAP/HLS:  Coordinating administrative tasks with Law Foundation receptionist, including large-scale copy jobs.  Advertising, interviewing and training clerical volunteers. 
· Other Projects at MHAP/HLS and the Law Foundation:  Involvement with new projects at MHAP, HLS and the Law Foundation including work on Access-based database for fundraising events, assisting with seeking donations of office furniture and equipment.  Other projects as needed.
Desirable qualifications:
1.  Experience in non-profit contracts and grant management.

2.  Expert knowledge of Microsoft Access, Excel and Word programs strongly desired.

3.  Experience in administrative work, including typing, filing, word processing, and phone reception.

4.  Exceptional organizational, time management and project management ability.

5.  Strong attention to detail.

6.  Exceptional interpersonal skills.

7.  Ability to analyze, write and present ideas clearly and concisely.

8.  Sensitivity to persons with mental health, developmental and other disabilities. 
9.  Fluency in Spanish or Vietnamese is a plus.  

Compensation

Salary begins at $39,410 depending on experience.  Excellent benefits including medical and dental insurance, 401(k), paid parking, vacation accrual of three weeks/year, plus sick leave, and 16 paid holidays per year. 
Applications

Position open until filled.  To apply: submit a (1) cover letter, (2) resume and (3) names and phone numbers of at least three professional references to:

Charmayne Moran
Mental Health Advocacy Project

152 North Third Street, 3rd Floor

San Jose, CA 95112

charmaines@lawfoundation.org

Applicants will be notified if an interview is to be scheduled.   No phone inquiries, please.

The Law Foundation of Silicon Valley is an equal opportunity employer, a drug-free workplace and an ADA accessible facility.   The Law Foundation values and promotes diversity.  Applications invited regardless of race, gender, national origin, sexual orientation, age or disability.  Past or current consumers of mental health services are encouraged to apply.
