
Executive Assistant Overview

About CROP
Creating Restorative Opportunities and Program's mission is to reimagine reentry through a
holistic, human-centered approach to advocacy, housing, and the future of work. CROP
Organization is a 501(c)(3) non-profit that exists to transform lives and heal communities by
creating integrated pathways to economic mobility, personal leadership, and civil engagement.

The Opportunity
CROP has the remarkable opportunity to provide high quality training to 390 justice-involved
people by 2025 while building the infrastructure to expand CROP’s work into 2026 and beyond.
There are four primary areas of support that people with conviction histories typically require.
Specifically, they need assistance in developing an empowered mindset, skills for navigating the
contemporary work environment, training in digital and financial literacy, upskilling in livable wage
and market-driven careers, pathways to gainful employment, and linkage to stable and
permanent housing.  To accomplish this, CROP will use its signature four pillar Ready 4 Life career
development program to provide participants with holistic reentry support.

Program Overview
CROP is an innovative organization that operates under the Directorship of formerly incarcerated
people who possess a first-hand understanding of the value in building a culture that encourages
personal transformation and community healing. CROP supports justice-involved people by
Creating Restorative Opportunities and Programs in personal leadership development,
living-wage workplace reskilling, employment pathways, and stable housing support. People
returning home from incarceration are not well served by a siloed landscape of uncoordinated
reentry services. Creating a more supportive and comprehensive model of reentry requires the
integration of foundational pillars of support including empowered mindset development,
building a supportive community, skillset training, employment, and housing. CROP’s Ready 4 Life
Program will be responsible for administering a holistic reentry program that offers participants
the wraparound services needed for them to thrive. This opportunity is realized, in part, through
the Ready 4 Life Program’s vision to:

● Equip Ready 4 Life participants with a growth mindset that challenges limiting
beliefs,encourages goal setting and that supports participants developing into their best
selves

● Provide Bay Area based Ready 4 Life participants with a supportive housing option on
our career campus during their time with Ready 4 Life

● Provide participants with the necessary workplace skills to effectively navigate a work
environment by upskilling them for market driven careers in living-wage career
industries



● Provide participants with pathways to “reentry-ready” employers that can offer
sustainable work in living wage careers

● Ensure that Ready 4 Life participants are competent at navigating the digital and
physical landscapes of reentry and have an appropriate level of financial education to
be successful

● Fight for policy wins that reflect the importance of consistently resourcing reentry
services that provide holistic support

● Set the standard for successful, holistic reentry programs measured by participant’s
ability to thrive in the workforce and engage in the community at large with care and
accountability.

About the Role
The Executive Assistant (EA) is responsible for CROP Organization’s day-to-day administrative
functions including executive support for the Executive Director (ED) and executive team, data
entry, board support, and meeting and event coordination. The EA position will report directly to
the Executive Director. This role is based in Oakland, CA. We are currently operating remotely,
however in-person or hybrid schedule may be necessary in the future.

Responsibilities and Duties:
The essential functions of this role include, but are not limited to:

I. Provide general, ongoing administrative support across the organization:
● Provide comprehensive administrative support and take notes and minutes at

internal meetings including staff meetings, board meetings, and stakeholder
meetings as applicable

● Provide remote and on-site administrative support for external meetings and
events as assigned, including scheduling, note taking, and meeting follow-up

II. Provide support directly to executive team:
A. Schedule and coordinate schedule and meetings for ED, including managing

calendar, taking detailed notes, inputting data as needed, and coordinating
follow-up on action items from meetings

B. Monitor ED’s email inbox as needed, flagging important items for their attention
and tracking requests for review, approval, or signature

C. Book travel and accommodations and coordinates travel meetings and
arrangements for ED as needed

D. Draft documents as needed using pre-approved forms and templates.
E. Complete data entry, compiles information, and executes ad hoc research projects

as requested

III. Coordinate organizational board meetings and act as liaison to board of directors:
A. Schedule and coordinate all board meetings and board committee meetings as

needed including providing meeting notices/info, preparation and distribution of
meeting materials, organizing logistics (e.g., reserving room(s), ordering food, and
room set up/clean up)



B. Schedule and coordinate board meetings and board committee calls, take
meeting minutes, and coordinate follow-up on action items from meetings

C. Attend all board meetings (approximately 5-6 per year), take meeting minutes, and
manage follow-up as needed, including finalizing materials based on input from
ED and board members

IV. Lead special projects and events as needed:
A. Coordinate event and meeting logistics for in-person and remote events as

needed, including purchasing catering, coffee service, venue rental and providing
meeting notice/communication as needed

B. Support other special projects or activities that may come up in the course of
regular operations, including but not limited to supporting audit and annual report
processes, conducting organizational surveys, support with fundraising efforts and
grant writing, uploading and organizing electronic files, and sourcing bids from
vendors for organizational services

Preferred Qualifications
● Minimum three years’ administrative support experience, preferably in a nonprofit setting
● Fluency with Google Workspace applications
● Knowledge of Excel for data tracking and reporting
● Experience and familiarity using cloud-based file management software and project

management tool(s)
● Enthusiasm and aptitude for learning and adopting new technology
● Excellent verbal and written communication skills, attention to detail, and

proofreading/editing skills
● Ability to work independently as well as with a team, board of directors, and outside

vendors/consultants

Salary and Benefits
This is a full-time, non-exempt position. The salary for this position starts at $70,000. Full-time
employees will be eligible for all benefits including vacation, sick days and organization holidays.
You may participate in all benefit programs that CROP establishes and makes available to eligible
employees, under (and subject to all provisions of) the plan documents that govern those
programs. Currently, CROP offers medical, dental and vision, and other benefits including 401(k)
plan(s) pursuant to the terms and conditions of company policy and the 401(k) plan document.

CROP is committed to hiring talented and qualified individuals with diverse backgrounds for all of
its roles, with an emphasis on uplifting the proximate leadership of talent with criminal records.
CROP believes that the gathering and celebration of unique backgrounds, qualities, abilities and
cultures strengthens our workplace and supports the success of our programs. CROP also is
deeply committed to equity and as such never discriminates on the basis of race, gender, sexual
orientation, class, conviction history, immigration status, age, ability, or mental health. We
welcome applicants from all walks of life and believe in building a team and workplace that
celebrates diversity.



To Apply
Please send your resume, cover letter detailing your interest and experience, and contact
information for three references to jobs@croprorg.org with the subject line “[Your Last Name],
[Your First Name] application for Executive Assistant”. Applications will be reviewed on a rolling
basis until the position is filled.

Anastasia Mallillin

Anastasia Mallillin
Please send your resume, cover letter detailing your interest and experience, and contact information for three references to jobs@croporg.org with the subject line “[Your Last Name], [Your First Name] application for Executive Assistant”. Applications will be reviewed on a rolling basis until the position is filled.


