
 
SPECIAL WORKER POSITION 

AVAILABLE AT CENTRAL OFFICE 

 
OFFICE ASSISTANT—Part time 

 
 

Central Office is looking for a part time Office Assistant, one day per 
week, with flexible scheduling as needed.  Please see the Job Descrip-
tion below and, if you are interested in making yourself available for this 
responsible and rewarding “Special Worker” position, send or bring your 
resume, including A.A. service information, to Central Office (emails 
welcome).  If you have questions or comments, you are welcome to call 
Bruce at Central Office. 

 
OFFICE ASSISTANT—Part time 

Job Description 
 

The Office Assistant works at the direction and under the supervision of the Manager.  
The following is a general description of the various duties and expectations of the Office Assis-
tant: 
 1. General office work such as data entry, filing, ordering supplies, etc. 
 2. Processing contributions and the sales of books and other inventory items 
 3. Stocking shelves and general office order and cleanliness, including guest services 
  such as coffee, kitchen and bathroom supplies, etc. 
 4. Maintaining an image of competence, courtesy, helpfulness, and a welcoming at-
  mosphere at Central Office. 
The Office Assistant will work closely with the Manager to accomplish the following: 
 1. Responding to member questions, concerns, and suggestions 
 2. Cooperation and coordination with other AA service entities 
 3. Staying abreast of local, General Service, H & I, and other A.A. matters 
 4. Honoring the Traditions in all activities and operations 
 
Desired requirements and skills include a minimum of 5 years of continuous sobriety, a com-
fortable understanding of our Traditions and the workings of Alcoholics Anonymous, and substan-
tial computer skills (knowledge of QuickBooks, Access, and other Microsoft programs is desirable).  
The willingness and ability to learn is more critical than current knowledge. 
 
Mailing address: Intergroup Central Office 
   274 E. Hamilton Ave., Suite D 
   Campbell, CA  95008 
 
Email address:  Bruce@aasanjose.org 


