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CALIFORNIA STATE ASSEMBLY 

JOB LISTINGS 

 
 
Office:  Democratic Office of Communications and Outreach (DCO) 

Classification:  Project Coordinator 
Posted:  July 21, 2020 

 
JOB DESCRIPTION: 

The Democratic Office of Communications and Outreach (DCO) is searching 

for a Project Coordinator. Based in Sacramento, this position is responsible 
for planning, tracking and facilitating a wide variety of products and 

services. The ideal candidate has excellent organizational and 
communication skills. They will work closely with team members on outreach 

programs and develop innovative techniques and methods for products 
specific to their assigned region, including the issues and members who 

represent it. Preferred candidates should be ready to work in a fast-paced 
environment, manage multiple projects, understand social media platforms, 

work well in a team environment, accommodate extended work hours as 
necessary or when legislative functions dictate, and perform other related 

duties as assigned. Outstanding benefits package. Salary DOE.  
 

BASIC FUNCTION: Planning, tracking and execution of outreach team’s 
assigned projects. 

 

ESSENTIAL DUTIES: 
Develop and coordinate DCO outreach programs and products, while working 

within a team environment. 
 Apply creative techniques and methods to products; having an 

intermediate level of knowledge about the assigned region, including 
the issues and Members who represent it. 

 Create agendas and messaging that represent the Speaker and 
Democratic Caucus in their legislative priorities, issues of significance 

and constituent concerns. 
 Facilitate discussions among the team, and serve as liaison to 

management. 



Posted: 7/21/20 

 
KNOWLEDGE OF: 

 Microsoft Office’s Outlook, Word, Excel and Powerpoint. Social media 
skills a plus. 

 California and National political and policy issues. 
 Organization and function of CA State Government, Legislature and 

legislative process. 
 Appropriate outreach for state government purposes. 

 
ABILITY TO: 

 Display high level of interpersonal relations, organization and time-
management, while also acting as a motivational team leader. 

 To work in a fast paced environment, manage multiple projects and 
work well in a team environment. 

 Excellent oral and written skills, resourceful and detail oriented. 

 Work extended hours as necessary when legislative functions dictate. 
 Travel as requested. 

 Other related duties as assigned. 
 

Contact:  Send resume to Katie.Vavao@asm.ca.gov.  
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