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Diplomate in Behavioral Medicine TRAUMA & STRESS RECOVERY CENTER 

Licensed Psychologist PSY 6895 500 12th STREET, SUITE 110, OAKLAND, CA 94607  
250 BEL MARIN KEYS BLVD., STE. B-6, NOVATO, CA 94949 

75 BROADWAY, SUITE 213, SAN FRANCISCO, CA 94111 

 FAX (415) 563-2273 
TEL (415) 346-8640 

 
 
The Trauma and Stress Recovery Center (TSRC) located at Oakland City Center has a full time 
position available for an Administrative Assistant.  
 
TSRC is seeking an individual with previous administrative experience, ideally within a medical 
or health related environment. 
 
The TSRC staff consists of psychiatrists, psychologists, and nurse specialists providing evaluation 
and treatment, including psychotherapy, medication management, stress management, and 
biofeedback. TSRC creates a safe environment for individuals who wish to better their lives, 
recovery from trauma, and manage pain.  
 
We are especially interested in applicants with proactive problem-solving skills capable of 
multitasking demands from clinicians, patients, and insurance companies. The position includes 
the following responsibilities: 
 

1. Administrative work, including Microsoft Office, development of Excel worksheets, Google 
Drive, Google calendar, and management of patient data. 

2. Authorizations for Workers’ Compensation: Contacting insurance companies, 
communicating with clinicians, and processing proper paperwork to obtain approvals for 
patient treatment. 

3. Working directly with Administrative Coordinator in billing and collections. 
4. Answering and managing various types of phone calls that are both administrative and 

clinician related. 
 
We seek individuals who demonstrate the following: 
 

  Attention to detail 

  Willingness to learn 

  Strong written and verbal communication skills 

  Excellence in attendance and punctuality 

  Team player 

 Ability to speak multiple languages is desired (Spanish, preferably) 
 
Please fax a cover letter explaining how you specifically meet the above qualifications with a copy 
of your resume or CV. 
 
Please do not reply to this ad by email or telephone. 
 
Trauma & Stress Recovery Center 
Fax: (415) 563-2273 
Hours of operation: Monday – Friday, 8:00 am to 5 pm 
 
Christian Asuelo 
Practice Administrator 
  


