
 

RADCo Funds Specialist  

The Eviction Defense Collaborative (EDC) seeks a motivated and skilled RADCo Funds 
Specialist to assist our team in fighting for tenants’ rights and preventing homelessness and 
displacement. The RADCo Funds Specialist will work under the supervision of the Director of 
Development and Operations and work collaboratively and closely with members of the Admin 
team and the RADCo Program staff.  

Job purpose  

The RADCo (Rental Assistance Disbursement Component) Funds Specialist is responsible for the 
timely preparation, processing, logging and delivery of rental and emergency financial assistance 
payment to EDC clients. Because we strive to be barrier-free and client-centered, the position 
requires individuals who truly enjoy working with people, have the skills and capacity to respond 
when necessary in an empathetic and respectful way to clients who are often in crisis, and can 
work effectively in a collegial and fast paced environment.  

Qualifications  

First and foremost, the applicant must profoundly share EDC’s mission and vision of social 
justice and be able to manage stressful situations with empathy and calm. Below are additional 
qualifications.  

● Associates or Bachelor’s degree preferred, not required.  
● At least 1-3 years experience working with diverse colleagues and clients.  
● Excellent organizational and time management skills.  
● Excellent attention to detail.  
● Ability to meet deadlines.  
● Ability to maintain a high level of confidentiality.  
● Experience with MS Office, Google Suite and other common computer programs. 
Experience with Salesforce a plus.  
● Possess ability to work on several projects simultaneously and handle a high volume of 
activity and be able to work efficiently and effectively under pressure.  
● Ability to work independently and as part of a team.  
● Excellent communication skills; strong writing skills a plus.  
 
Duties and responsibilities  
 
RADCo Funds Disbursement (85%)  
 

● With direction from the RADCo Program Manager, and under the supervision of the 
Director of Operations and Development, work collaboratively with program and admin 
staff to coordinate and implement the processing of all rental and emergency financial 



 

assistance payments to EDC clients.  
● Maintain the RADCo check log.  
● Salesforce data entry related to RADCo funds duties.  
● Other RADCO tasks as needed.  

General Administrative Duties (10%)  
● Assist with the preparation of bank deposits and other clerical finance duties as needed.  
● Assist with administrative clerical duties supporting the Operations area, including 

Human Resources, Development, and Communications as needed.  
● Attend weekly program meetings, monthly agency staff meetings, and relevant 

supervision meetings.  
● Perform other duties as assigned in furtherance of EDC’s mission.  

Compensation  

Salary depends on experience. This is an non-exempt position. Benefits include:  

●  Health, dental, vision, long term disability, and short term disability 
coverage;  

● 13 paid holidays;  
● One hour paid lunch daily;  
● Vacation accrual rate starts at two weeks in the first year of employment and increases to 

three weeks on the third anniversary  
 
Union  

EDC staff are represented by the National Organization of Legal Services Workers (NOLSW, 
UAW Local 2320, AFL-CIO). This is an uncontested union position subject to the terms of the 
Collective Bargaining Agreement.  

Working conditions  

Due to COVID, EDC’s program staff are operating remotely as long as the city of San Francisco 
Shelter in Place order stands, and possibly beyond. The Administrative team does work in the 
office on a rotating basis observing COVID Safety measures. This position, as part of the 
Administrative team, will require both telecommuting work from home, and some onsite work at 
the EDC office in San Francisco. It will also include delivering emergency financial assistance 
payments to clients in person from time to time. The employee is expected to be in the office (or 
available while working remotely from home) during normal business hours and to communicate 
with staff regarding whereabouts when elsewhere for meetings or other 
obligations. Additionally, the employee is expected to be reachable by email, phone and video 
conference as needed during normal business hours, Monday – Friday 9:00am – 5:00pm.  

 



 

Physical requirements  

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  

● Prolonged sitting/standing.  
● Extensive typing/some data entry. 
● Periodic lifting/carrying/transporting of materials in excess of 40 lbs.  
● Close visual acuity to prepare and analyze data, text, and figures.  
● Prolonged computer use.  

Direct reports  

The employee will not supervise any employees.  

Application Process  

Email Resume and Cover Letter as attachments to jobs@evictiondefense.org with “RADCo Funds 
Specialist” in the subject line.  

We are reviewing applications on a rolling basis.  

Commitment to Equity, Diversity and Inclusion  

EDC is committed to continually building a diverse and inclusive workplace. We do so because it 
is the right thing to do, and because we know it makes our work stronger and more effective. We 
encourage applications from people of all backgrounds. EDC understands and values a workplace 
with staff from diverse educational backgrounds, cultures, ethnicities, races, sex, gender identity 
and expression, national origin, ages, languages spoken, veteran’s status, skin color, religion, 
disability, sexual orientation and beliefs. All qualified applicants will receive consideration for 
employment. The Eviction Defense Collaborative believes that all persons are entitled to equal 
employment opportunity and does not discriminate on any basis prohibited by applicable law. 


