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About the Office

The District Office of Congressman Sam Liccardo is dedicated to providing exceptional,
responsive and effective constituent services. We work directly with members of the community
to resolve issues with federal agencies, connect residents with resources, and ensure that the
concerns of our district are heard in Washington D.C.

Position Overview

The Office of Congressman Liccardo seeks a detail-oriented and service-driven
Caseworker/Operations Coordinator to join our team onsite at the District Office in San José,
California and collaborate closely with the Deputy Director of Constituent Services and the
Operations Manager. The Caseworker/Operations Coordinator will assist constituents with
navigating federal agencies, while also supporting the day-to-day administrative and operational
needs of the district office and remain flexible with potentially working at satellite office
locations in Los Altos or Half Moon Bay. The successful candidate will demonstrate excellent
customer service, strong attention to detail, sound judgment, and a commitment to serving
constituents with professionalism, patience, and respect.

Reports to District Director
Key Responsibilities
Constituent Casework

e Manage and respond to constituent inquiries related to federal programs.

e Act as the representative of the Member of Congress.

o Serve as a liaison between constituents and federal agencies to resolve issues and
advocate for timely outcomes.

e Respond to constituent inquiries via phone, email, and in-person meetings with
professionalism and empathy.

e Open, track, and manage case files in accordance with office protocols and privacy
requirements.

e Support data entry and reporting using the office’s constituent management system.

e Provide accurate information, resources, and referrals to constituents.

e Prepare reports on casework trends to help inform the Congressman’s legislative
priorities.

e Coordinate team casework strategy and help implement casework outreach plan,
including working with Field Representative(s) and other team members.



e (learly explain federal programs, eligibility requirements, and processes to constituents.

e Maintain accurate case notes and ensure timely follow-up and resolution

o Identify systemic issues or trends impacting constituents and flag them for senior staff.

o Uphold confidentiality and comply with all congressional ethics and data-protection
standards.

o Develop relationships with other local casework officials and agencies to assist
constituents navigate state, county and local governments.

Operations Coordination

o Support the daily administrative operations of the district office.

e Answer and route incoming telephone calls and welcome visitors to the office.

o Support scheduling logistics, including monitoring, evaluating and prioritizing requests
for Scheduler.

o Assist with maintaining office supplies, equipment, shared spaces, and other operational
needs.

e Manage internship program, including recruitment, onboarding, and daily oversight.

e Maintain organized electronic and physical records in accordance with Office procedures.

« Support initiatives, event preparation and special projects, including research, writing,
and analysis.

o Help maintain internal administrative systems, procedures, and office resources.

o Coordinate with office leadership to implement operational improvements and maintain
office standards.

e Perform other duties as assigned to support the needs of the Member and Office

Qualifications
Required

o Strong understanding of or demonstrated ability to learn federal programs

e Strong interpersonal and communication skills, with the ability to interact sensitively and
tactfully with constituents

o Excellent written and verbal communication

o Strong organizational skills and attention to detail

e Commitment to serving the public with professionalism, empathy, and discretion

e Ability to perform and report on stakeholder analysis and make recommendations for
actions

o Ability to manage multiple priorities and deadlines in a fast-paced environment

e Demonstrated commitment to public service and constituent advocacy

Preferred

o Prior experience in a congressional office, government agency, or constituent services
role

o Familiarity with case management or CRM systems

e Bilingual or multilingual skills relevant to the district



o Experience working with seniors, people with disabilities, or vulnerable populations

Working Conditions
¢ Employee must be able to work in a moderately noisy environment
e Position requires flexibility to work evenings and weekends as needed, including
community events, outreach activities, and urgent constituent casework.

Compensation & Schedule

e In-person position

e Compensation commensurate with experience $60,000 - $70,000

e Benefits include federal holidays, paid time off, health insurance options, and
participation in the House benefits program

The Office of California Congressional District 16 is an Equal Opportunity Employer. We
are committed to building and maintaining an inclusive and diverse work environment,
and we provide reasonable accommodations to applicants and employees with disabilities.
All qualified candidates are encouraged to apply.

Application Process
Applications will be reviewed on a rolling basis until the position is filled. Candidates are
encouraged to apply early for full consideration.

Interested candidates must submit a cover letter, resume, and one brief writing sample to
CA16DOResumes@mail.house.gov with subject line: “Caseworker/Operations Coordinator
Application — Applicant’s Name”.
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