Executive Assistant
Anderson Valley Health Center (AVHC)
Job Description
EXEMPT (Y/N): N



             



 
SUPERVISOR: Chief Executive Officer                                      
SUMMARY:  Reporting directly to the Chief Executive Officer, the Executive Assistant provides executive support in a one-on-one working relationship. The Executive Assistant serves as the primary point of contact for internal and external constituencies on all matters pertaining to the Administration team. The Executive Assistant also serves as a liaison to the board of directors and senior management teams; organizes and coordinates executive outreach and external relations efforts; and oversees special projects. 
SUPERVISORY RESPONSIBILITIES:  None
	ESSENTIAL DUTIES AND RESPONSIBILITIES:

	Displays commitment to the organizational mission and values by consistently demonstrating:  Dignity, Integrity, and Unity in the pursuit of providing the highest quality healthcare for everyone in our communities.

	Completes a broad variety of administrative tasks for the CEO and COO including: Managing an extremely active calendar of appointments; completing expense reports; composing and preparing correspondence that is sometimes confidential; arranging complex and detailed travel plans, itineraries, and agendas; and compiling documents for travel-related meetings.

	Communicates directly, and on behalf of the CEO, with Board members, Community partners, Clinic staff, and others, on matters related to CEO's programmatic initiatives. Researches, prioritizes, and follows up on incoming issues and concerns including those of a sensitive or confidential nature. 

	Provides a bridge for smooth communication between the Admin’s office and internal departments; demonstrating leadership to maintain credibility, trust and support with management staff.

	Works closely and effectively with the Admin team to keep them well informed of upcoming commitments and responsibilities, following up appropriately. Has a sense for the issues taking place in the environment and keeping Admin updated.

	Provides leadership to build relationships crucial to the success of the organization and manages a variety of special projects for the Admin team, some of which may have organizational impact.

	Successfully completes critical aspects of deliverables with a hands-on approach, including drafting acknowledgement letters, personal correspondence, and other tasks that facilitate the Admin's team ability to effectively lead the organization.

	Prioritizes conflicting needs; handles matters expeditiously, proactively, and follows-through on projects to successful completion, often with deadline pressures.

	Supports all of the Covid-19 testing and reporting requirements. Helps team organize surveillance testing sites and communication with Mendocino County Public Health.

	Support admin with Payroll

	Support with minute taking in admin’s meetings with staff, board of directors, or huddles.

	Support admin with email sorting and voicemails

	Performs other duties as assigned.


	REQUIRED SKILLS/COMPETENCIES

	Interpersonal Skills
	Very strong interpersonal skills and the ability to build relationships with stakeholders, including staff, board members and external partners 

	Organizational Skills
	Strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly with excellent attention to detail

	Teamwork
	Highly resourceful team-player, with the ability to also be extremely effective independently

	Problem-Solving
	Demonstrates proactive approaches to problem-solving with strong decision-making capability

	Confidentiality
	Proven ability to handle confidential information with discretion, be adaptable to various competing demands, and demonstrate the highest level of customer/client service and response

	Integrity
	Represents AVHC in a professional, ethical, and positive manner.  

	Independence / Self Directed
	Works independently at a pace which completes all tasks on time. Effectively manages time and work schedule.

	Computer Literacy
	Proficient in Microsoft Office (Outlook, Word, Excel, and Power Point), Adobe Acrobat, and Social Media web platforms.


REQUIRED QUALIFICATIONS:

· High School Diploma or General Education Degree (GED)
· 5-10 years of experience supporting professional or management roles.
PREFERED QUALIFICATIONS:

· Advanced degree or related certification
· Strong work tenure: Five to ten years of experience supporting C-Level Executives, preferably in a non-profit organization 
· Two or more years’ experience in a healthcare facility or related experience
PHYSICAL REQUIREMENTS:

· Must be able to move intermittently throughout the workday: 10% of time standing, 20% of time walking, and 70% of time sitting.

· The employee uses hands to finger, handle, or feel objects, tools, or controls.

· Must be able to lift up to 50 pounds and push up to 100 pounds (on wheels).

· Must be able to hear staff on the phone and those who are served in-person and speak clearly in order to communicate information to clients and staff.

· Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. Must have vision that is adequate to read memos, a computer screen, and other clinic documents.

· Must have high manual dexterity.  Frequent repetitive hand and wrist motions.  Work includes extensive operation of computer keyboard.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  The noise level in the work environment is periodically above average.  This position will spend the majority of the time in an enclosed office setting. 
Americans with Disabilities Act Statement: 
External and internal applicants, as well as position incumbents who become disabled, must be able to perform the essential position responsibilities as listed in this position description either unaided or with the assistance of a reasonable accommodation to be determined by the organization on a case by case basis. 

I attest that I am qualified for and able to perform the essential functions of this job, with or without reasonable accommodations.

________________________________________

Print Name (First, Last)

Employee Signature






Date
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