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HELP WANTED –  PI ADMINISTRATOR 

ENGAGEMENT TITLE: PI Administrator 

ORGANIZATION: World Service Organization of Clutterers Anonymous, Inc. (CLA WSO) 

COMMITTEE: Public Information (PI) 

ENGAGEMENT TYPE: Independent Contractor on a project basis 

CLASSIFICATION TYPE: An independent contractor is someone who is contracted to perform a service 

for another business as a nonemployee. An independent contractor’s payments are tracked and 

reported on a 1099-MISC at year end. This is classified as a temporary, short-term project which may re-

occur on an annual basis; thus, the contractor may wish to return the following year. However, no long 

term commitment is being guaranteed or offered by CLA WSO. 

PAY RANGE: $15 to $20 per hour depending on experience and qualifications 

BENEFITS: None. All taxes, insurance and similar items are the sole responsibility of the contractor. 

HOURS: The total number of ESTIMATED hours for the project is approximately 135 hours (but may be 

more.)  The work can be done on a flexible basis to suit the contractor’s schedule.  

REPORTS TO: The PI Committee Vice Chair   

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 

About Clutterers Anonymous 

Clutterers Anonymous (CLA) is a fellowship of people who share with each other that they may solve 
their common problem with clutter and help each other to recover.  We achieve this by practicing our 
12-Steps and 12-Traditions.  The only requirement for membership is a desire to stop cluttering.  There 
are no dues or fees for membership.  CLA is not affiliated with any other organization, political 
movement, ideology, or religious doctrine; we take no position on outside issues. Our primary purpose 
is to stop cluttering and to carry this message of recovery to clutterers who still suffer.   

The Clutterers Anonymous World Service Organization Public Information Committee (CLA WSO PI) is 

responsible for providing information to the public regarding CLA to enable the still suffering clutterer 

the ability to find us. We do this in a manner that is in alignment with the 12 Traditions, especially the 

11th Tradition, which states, “Our public relations policy is based on attraction rather promotion.  We 

need always maintain personal anonymity at the level of press, radio, film, television, and all other 

media.”  Public Information (P.I.) means carrying the message of recovery to the still-suffering clutterer 

by informing the general public about the CLA program."   
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211 Project Scope: 

Overview:  

The Public Information Committee is searching for a worker to provide the service of updating 211 

Information Centers about CLA services.  These 211 Centers provide information to the general public 

about the social services and non-profit providers within a given geographical area.  211 Centers 

accomplish their mission by (a) maintaining a 24-hour information call center and (b) maintaining an 

information directory on their websites.   These 211 Centers exist on a national, state, regional, and local 

level in the USA (and possibly Canada).  

1. The PI Administrator will perform research on each of the over two hundred 211 Centers in the 

USA.  They will perform research and then update the centers by: 

a) Researching the internet to find the 211 centers in a given state including phone 

numbers and websites for each center. 

b) Call each center and ask how to post the CLA information on their website.  This 

process is different for each center. 

c) Follow through by listing a CLA data template onto each of the 211 websites. 

d) Double check to make sure the update was correctly entered. 

e) Call back a week later to verify that the 211 center has been updated on each 

website. 

2. The PI Administrator will maintain records on their research and progress in updating 211 

directories.  They will do this via the use of a google spreadsheet.   

3. The PI Administrator will download a google voicemail system onto their smart phone in order 

to receive incoming calls from the 211 operators to answer their questions.   

a. The google voice mail will also be used in the event someone has an inquiry about CLA, 

which has been generated by the 211 listing.  These inquires could come from people 

with clutter issues, their family or friends, or concerned professionals such as social 

workers, case workers, psychologists, psychiatrists, fire departments, health 

departments, Adult Protective Services (APS), Child Protective Services (CPS), and 

property owners etc. 

b. The PI Administrator will record the number and types of inquires generated by the 211 

listing in a separate google spreadsheet. 

c. The PI Administrator will refer any incoming inquires to other departments within the 

World Service Organization structure and will not field the inquires themselves.  The one 

exception to this guideline is that the PI Administrator will respond to any inquiries from 

the 211 Information Operators.   

4. The PI Administrator reports directly to the PI Vice Chair, and to the PI Committee by 

occasionally attending a PI Committee Meeting.  The PI Committee then reports to the Executive 

Committee.  As always, the Executive Committee are trusted servants and respond to the needs 

of the World Service Organization as a whole. 

5. The PI Administrator will track and report their hours to the PI Vice Chair on a bi-weekly basis 

and get approval for their timesheet.  This will then get submitted to the CLA WSO Treasurer for 

payment at the end of each month.  Certain paperwork will have to be submitted prior to any 

hours worked. This includes an IRS form W-9 with social security number and a signed contract. 

The worker is responsible for reporting this income to the IRS.   



3 
 

6. The contractor is responsible for all expenses including mileage, vehicle maintenance, and other 

business travel costs; work supplies and tools; licenses, fees, and permits; phone and internet 

expenses. 

Requirements and Qualifications: 

The prospective independent contractor should possess the following skills and/or qualities: 

Technical: 

a. Strong computer skills; including knowledge and competency on Excel, Google Docs and 

Spreadsheets, Zoom, MS Word, and email. 

b. Has consistent access to a computer with a keyboard, and reliable internet 

c. Is able to adequately type (say 35 to 40 words per minute). 

d. Has access to a smart phone and has the willingness to download a Google Voicemail 

account. 

e. Has access to a google email address, or is willing to create a free one. 

f. Is comfortable and competent in doing research on the internet. 

Administrative: 

a. Has strong organizational skills 

b. Has strong verbal and written communication skills 

c. Has a strong ability to pay attention to details 

d. Is reliable, with good follow-through skills 

e. Is able to work independently, yet is a good team player 

f. Is comfortable making “Cold Calls” and speaking to representatives at 211 centers   

g. Is comfortable asking for guidance and direction regarding the process and progress of 

the project if needed. 

h. Is a quick learner and can make adjustments affecting the flow of the project. 

i. Is a creative thinker and a problem-solver who can arrive at solutions to unexpected 

obstacles.  

Logistical: 

a. Is willing and able to occasionally attend a Public Information Committee meeting on 

the 2nd Sunday of the month at 4:30 pm ET in order to make periodic reports.   

b. Is willing and able to make appointments with the PI Vice Chair to make reports based 

on a schedule that is mutually convenient.  

c. Has time in their schedule to fulfill the functions of this project. 

Interpersonal and Program skills/knowledge: 

a. Is comfortable receiving potential calls from 211 Information Operators who have 

questions about CLA. 

b. Has knowledge of the 12 Steps and the 12 Traditions. 

c. Has knowledge about CLA specifically and can answer questions regarding CLA in an 

informed manner. 

d. Is honest about their independent reporting of their hours. 
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e. Is patient with all CLA members, especially in the roll-out of this new project. 

How to Apply: 

1. Please email your resume and cover letter to public@clutterersanonymous.org by Dec. 9, 2021 

by midnight U.S. Eastern Time.  Please put in the subject section of your email, “Help Wanted – 

PI Administrator.”  

2. PI will acknowledge receipt of your email. 

3. Your resume and cover letter will be reviewed by a committee. 

4. You may or may not be invited to an interview.  

mailto:public@clutterersanonymous.org

