
 

We Are Hiring! 

Community Action Partnership of Madera County 
 

 

Title:  Program Assistant / Clerk Typist II 

Types: Full-time; 12 months annually 

Location: Madera, California  

Pay Range: $18.22 - $22.20 per hour 

Benefits: Medical/dental/vision/life, Employee Assistant Program, 403(b) retirement 
plan 

 
How to Apply:   

1. Visit www.maderacap.org and apply. 

2. Fill out and submit the  Application to employment@maderacap.org. 
 
This position is responsible for serving as an assistant to the department supporting Alternative 
Payment and Resource & Referral Program. 
 
This individual must have the ability to: 

▪ Read, speak, and write in Spanish is required. 
▪ Enter, verify, and analyze data for reports. 
▪ Work closely with immediate supervisor to ensure program compliance, timelines for 

reporting, and fraud investigation. 
▪ Attend and relay training from various sessions as they apply to the program. 
▪ Establish effective communication and maintain effective working relationships with staff 

and community members. 
▪ Possess interpersonal, problem solving, and organizational skills. 
▪ Be self-motivated with strong time management skills; be concerned about self-

improvement and career development. 
▪ Manage time effectively and meet deadlines.  
▪ Be able to relate well to all people of the community regardless of ethnic, racial, religious 

background or social-economic level. 
▪ Communicate clearly and concisely in both verbal and written formats. 
▪ Work effectively with individuals and groups. 

 
This individual will demonstrate to possess the knowledge of: 

▪ Operation and use of standard office equipment, including computer applications such 
as word processing, data entry, and spreadsheets utilizing Microsoft Office software. 

▪ General knowledge of principles, data processing, and record keeping skills. 
▪ Thorough knowledge of general office practice, correspondence preparation, grammar, 

spelling and punctuation. 
▪ Regulations as how they apply to program funding. 
▪ Childcare practices and procedures pertaining to providing care, parenting and child 

development education. 
 
 

 

 

 

Mission:  Helping people, changing lives and making our community a 

better place to live by providing resources and services that inspirate 

personal grwoth and independence. 

 

Join Our Team! 

https://maderacap.org/
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fna4.documents.adobe.com%2Fpublic%2FesignWidget%3Fwid%3DCBFCIBAA3AAABLblqZhDpN1nbM8PvEjJGG-3vayNoMGkfDSaDLg1i0ApXQXpXG3cwexUnX7C7185rGtvrH2w*&data=05%7C01%7Ciyang%40maderacap.org%7C15e3d08e80974b0a273208db9ab6cac1%7Cc66947a47d34418c8dc4d1629d51f056%7C0%7C0%7C638273882105037040%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=PazgcTSyNljlMHA1DJiIq0mPlKEDEK1JejmmWsq3Li8%3D&reserved=0


 
 

▪ Eligibility and requirements for Alternative Payment Program. 
▪ Data and documentation requirements for reporting purposes. 
▪ Licensing regulations for family day care, centers, and licensed exempt providers. 
▪ Various social services are available throughout the community to assist families in 

need. 
 

Requirements/Qualifications: 
▪ High School Diploma or GED. 
▪ One year’s experience in data processing  
▪ Two years’ experience in clerical or secretarial field. 
▪ Valid California Driver’s License 

 
General Physical Requirements:   

▪ Exerting up to 15 pounds of force occasionally, and/or up to 10 pounds of force 
frequently, and/or up to 10 pounds of force constantly to move objects. 

▪ Able to maintain regular, punctual attendance consistent with the Americans with 
Disabilities Act (ADA), Family Medical Leave Act (FMLA), California Family Rights Act 
(CFRA) and other federal, state and local standards. 

▪ Able to perform the essential job functions consistent with the ADA, FMLA, CFRA and 
other federal, state and local standards.   

 
Appointment will be contingent upon passing a pre-employment alcohol and drug screen, fingerprint 
clearance, and reference checks, pre-employment physical, immunization requirement, and TB test 
is required for Head Start funded positions. 

   
Affirmative Action / Equal Employment Opportunity / Drug Free Employer  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 


