
 
 

                                           Job Title: Programs Aid 

Job Type: Part-time  

Location: North Hollywood, California 
 

Duties & Responsibilities 

The Programs Aid will support exciting and enriching programs for individuals and families 

transitioning out of homelessness. The Programs Aid will support the Programs Coordinator in 

delivering meaningful programming and events for our program participants. As a member of the 

Community Engagement team, the Programs Aid will interact with volunteers and donors, attend 

volunteer events, and cultivate relationships with program participants, staff, and supporters at LAFH’s 

Comunidad Cesar Chavez in Los Angeles. 

ESSENTIAL DUTIES:  

1. Work within a dynamic team to provide lasting and meaningful projects in collaboration 

with various LAFH department staff. 

2. Act as the liaison with community supporters, local schools, and other educational 

programs. 

3. Support the development and implementation of new and creative children’s 

programming, curriculum, field trips and activities for the children’s program in 

conjunction with the Programs Coordinator.  

4. Interface directly with large and small volunteer groups and community supporters. 

5. Collaborate with the Programs Coordinator in developing and growing relationships with 

other local non-profits that work with children to foster ongoing support. 

6. Establish and maintain relationships with volunteers and donors. 

7.   Attend various, regular staff, agency, and community meetings as designated by 

Community Projects Manager. 

8.   Support various events and activities on some weekends and holidays as designated by 

Community Projects Manager. 

9.  Perform additional applicable tasks, projects and responsibilities as   assigned by 

Community Projects Manager. 

10. Maintain accurate and complete records of children’s participation in programming 

 
 

 



•Dignity                         •Perseverance                       •Collaboration                    •Leadership 

 Education, Experience and Skills: 

EDUCATION: 

 Minimum of an Associate’s degree 

EXPERIENCE: 

 Minimum of 2 years’ experience working with youth in a day care/ school setting. 

KNOWLEDGE AND SKILLS: 

 Knowledge of educational and community resources 

 Principles of child development and early childhood education 

 Proficient in Microsoft Programs (Word, Excel, Access, PowerPoint)  

 Must be able to perform electronic data entry 

 Excellent written and verbal communication skills 

 Creative problem-solving skills 

 Ability to work in a team 

 Exceptional organizational skills 

 Ability to pass criminal background clearance 

 Bilingual (English/Spanish) preferred 

LAFH Benefits:   

Health, Dental, Vision, Life, Voluntary Life, 403B Retirement Plan, 529 Education Savings Plan, Long 
Term Disability, Employee Assistance Program, AFLAC Policies, AFLAC FSAs, Legal Policy, Employee 
Appreciation Program, Company Sponsored Employee Outings,9/80 Alternative Work Schedule, Paid 

Sick, Vacation and 11 Observed Holidays. 

Equal Employment Opportunity Statement:   

EEO: LAFH is committed to providing equal employment opportunities for applicants and employees. 
   

FAIR CHANCE INITIATIVE: LAFH is in compliance with the Fair Chance Initiative for Hiring and will 

consider qualified applicants with criminal histories. 

 To Apply: 

Email your resume and cover letter to HR@lafh.org 

mailto:HR@lafh.org


 
 

 


