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                                                               JOB DESCRIPTION

Employee Name: 
Job Title: Administrative Assistant 
Department: Administration 
Supervisor: CEO
Level: (Exempt or Non-exempt)

Job Summary: Provides complete and professional, administrative and secretarial support to the Chief Executive Officer, Chief Information Officer, and Board of Directors, record keeping functions, administrative detail and follow-up functions to assist the CEO to meet the needs of the facility in accordance with current applicable Federal, State and Local standards, guidelines and regulations, and as directed by the CEO, to assure that proper administrative procedures are maintained at all times.  Provide secretarial support to others as necessary.

Minimum Qualifications:
Education: 
· High School Diploma or equivalent to (REQUIRED). 
Experience:
· Five years’ experience as upper level secretary preferred.
· At least one year of healthcare administration preferred.
· Experience working with Board of Directors strongly preferred.

Other Qualifications Required:
· Ability to communicate clearly in both oral and written forms using the English language. 
· Ability to respond to common inquiries or complaints from residents, patients, physicians, peers, regulatory agencies, or members of the business community. 
· Ability to work independently. 
· Ability to maintain regularly schelude business hours and maintain professional appearance and demeanor at all times.

· Ability to set-up, attend and wrap up administrative meetings, including preparation and minutes of the meeting.
· Ab ability to retrieve data from automated systems to produce reports.
· Abiility to correspond properly in all forms of communication
· Ability to properly file and set up basic filing systems and references.
· Ability to efficiently use the various software systems provided by the hospital.
· Ability to operates all office equipment in a safe and efficient manner.


ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Provides information by:
· Answering questions and requests.
· Initiating and routing correspondence.

2. Completes operational requirements by:
· Scheduling and assigning administrative projects.
· Supporting Administrator and Board of Director activities and meetings.
· Maintaining files on hospital agreements, policies, and procedures.
· Updating procedures and other publications.
· 

3. Creates and revises systems and procedures by:
· Analyzing operating practices.
· Analyzing record keeping systems.
· Gathering and summarizing data.

4. Resolves administrative problems by:
· Coordinating preparation of reports.
· Analyzing data and identifying solutions.





Physical Requirements:

· Primarily desk-based work; light lifting of office supplies (usually under 20 lbs.).
· May require some walking to other departments or facilities
· lifting or carrying boxes and objects up to 10 pounds, such as boxes of files or equipment






Note: The above statements are intended to describe the general nature and level of work being performed by people assigned to this job. This document is not intended to be an exhaustive list of all responsibilities, skills and working conditions for the personnel that are classified. 

I accept the responsibilities and authorities of this position. I realize that my evaluation will be based on this job description.




____________________________________________                       ______________________
Employee Signature                                                                                Date 
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