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Personal/
Recruitment
Assistant
WBCP: Your Strategic Partners in Recruiting and HR Consulting

L O C A T I O N

Medford/Grants
Pass, Oregon Area

H E A D Q U A R T E R S

Rogue River, OR
S C H E D U L E

Full‑time or
part‑time

P A Y

$21–25/hour
DOE/DOQ

Full-time with both roles, or part-time as Personal Assistant only APPLY O N LI N E

https://wbcpinc.com/job-board/


PERSO NAL/REC RUIT MENT  ASSIST ANT 0 2

0 1

The Opportunity
WBCP, Inc. is seeking a Personal Assistant/Recruitment Assistant to join our team at

the Rogue River, Oregon, office. This is a unique hybrid role combining personal

assistance for WBCP’s President with opportunities to support our executive

recruitment team. The ideal candidate is equally comfortable running an errand,

helping organize a home or office, walking dogs, coordinating an appointment, and

sitting down at a computer to assist with professional recruitment projects.

This is a permanent position with flexible scheduling and a relaxed dress code. Candidates

who take on both the Personal Assistant and Recruitment Assistant roles will work full-time.

If you are only interested in the Personal Assistant role, we still encourage you to apply; it is a

part-time position averaging 15–20 hours per week.

With the potential for professional growth based on your interests and capabilities, the part-

time Personal Assistant option may be especially appealing to someone seeking meaningful

professional work that can accommodate school, family commitments, semi-retirement, or

other responsibilities.

The role calls for a keen eye for details, adept project management skills (as you’ll be

orchestrating various elements), excellent customer service capabilities, and strong written

and verbal communication skills.

If you are the person who naturally notices
what needs to be done—and takes care of
it before someone has to ask—you may be
exactly who we’re looking for!

https://wbcpinc.com/
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The Role

A S  A

Personal Assistant
The Personal Assistant is supporting

the Company President with her

personal needs. As her right-hand

support, you will be managing a wide

variety of tasks that ensure no two

days are the same.

P E R S O N A L  S U P P O R T  M A Y  I N C L U D E

Errands

Grocery shopping

Dog care/walking

Housekeeping and organization

Meal preparation

Appointment setting

Travel

Seasonal decorating

Coordinating vendors/contractors

A S  A

Recruitment Assistant
You will provide support through the

entirety of our recruitment lifecycle

and perform core duties, such as

scheduling, resume review, file

maintenance (electronic and

physical), interview coordination, and

support our executive search team to

meet important deadlines and

communicate effectively with our

clients and recruitment candidates.

R E C R U I T M E N T / O F F I C E  S U P P O R T
M A Y  I N C L U D E

Scheduling interviews and
meetings

Communicating with candidates
and clients

Reviewing and processing resumes

Preparing interview materials

Maintaining files

Arranging travel

Proofreading documents

Assisting the recruitment team with
deadlines
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The Ideal Candidate
Our ideal candidate will be responsive, highly organized, efficient, and have a knack for

anticipating the needs of the person they are supporting. In addition to these qualities, we

are seeking someone with excellent time management and note-taking skills to enhance

productivity and ensure seamless coordination of tasks. This position is granted a high level

of trust and access into the Company President’s life, so unshakable ethics are a must.

There is ample opportunity for advancement in this role. The Personal Assistant will

primarily support the President but will also assist the Vice President, other staff, and

consultants as needed.

Desired Skills

01 Exceptionally trustworthy and
discreet.

02 Organized, dependable, and detail-
oriented.

03 Proactive—sees what needs to be
done without waiting to be asked.

04 Comfortable shifting between
personal errands and professional
office work.

05 Strong communicator with excellent
customer-service instincts.

06 Comfortable with technology and
able to learn new systems quickly.

07 Flexible, resourceful, and able to
juggle changing priorities.

08 Good driver and comfortable working
around/walking dogs.
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The Company & Culture
WBCP is an Executive Recruiting and Human Resources consultancy firm that has been

operating since 2004, supporting public sector and nonprofit clients in Oregon, California,

Arizona, Colorado, Idaho, and Washington and quickly expanding to other states. Recruiting is

the core of our business and involves working with clients, applicants, and a good deal of

project-management work that moves quickly. WBCP has remote staff located in California,

Washington and Florida, with the majority of our team located at our Headquarters Office in

Rogue River, OR.

2004
Operating since

7,000 sq ft
Downtown Rogue River office

100 years
Historic brick building,

renovated

The Company Headquarters
WBCP has significantly grown in the last five years, and

we are using this growth as an opportunity to take a

thoughtful and measured approach to workplace culture.

We have reimagined the workplace with employees’

needs taking center stage. We are also committed to

finding ways for the organization to create a positive

economic impact in the communities we serve. Due to

our growth, we relocated into a larger office space in the

heart of downtown Rogue River. This 7,000-sq-ft. office

space is a historic 100-year-old brick building that we

have completely renovated into a state-of-the-art office

with modern amenities (such as an in-office kitchen) all

the while paying homage to the building’s history.

The building’s mixed-use features have brought the

work culture and community to life! In addition to the

3,000-sq-ft. main floor office space, the building also

features two 1,500-sq-ft. short-term vacation rentals

upstairs.
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Salary & Benefits
Hourly wage of $21–25/hr DOE/DOQ, with a benefits package that will include:

401k available after completion of 360
worked hours with company match up to
4%.

Full health benefits for a full-time
employee (company covers 75% of
medical and dental, 100% of vision).

Company-provided car for work hours. Paid vacation, sick time, and holidays.

Company-provided equipment (computer,
etc.).

Employment Standards
HS Diploma or GED. Possession of a valid and appropriate

Oregon Driver License.

At least one year of related experience. Completion of a satisfactory background
investigation prior to hire.

Must live in the Southern Oregon area.

How to Apply
Apply ASAP, as we will conduct interviews with
qualified candidates as they are identified.

Complete an application and submit your resume and
cover letter at:

wbcpinc.com/job-board

Questions?

Contact our office at:

stephanie@wbcpinc.com
541-664-0376

https://wbcpinc.com/job-board/
mailto:stephanie@wbcpinc.com
tel:5416640376

