FAITH COMMUNITY HEALTH SYSTEM

Jacksboro, Texas
Administrative Assistant
JOB DESCRIPTION

REPORTS TO: Chief Nursing Officer

SUMMARY: The Administrative Assistant is responsible for preparing reports and maintaining filing systems. Bringing
their excellent oral and written communication skills to our organization and utilizing them in daily interactions. Aiding
and supporting the members of the Executive team. Be able to utilize MS Office (PowerPoint, Excel, etc.) and office
equipment. Ensure efficient and smooth day-to-day operations. This dynamic position requires the ability to anticipate
needs, think critically, and offer solutions to problems with a high level of professionalism and confidentiality.

ESSENTIAL FUNCTIONS:

e Organize and schedule appointments

e Provide calendar management for the assigned Executives.

e Plan meetings and take detailed minutes

e Completes a broad range of administrative tasks to support the executive's ability to effectively lead and serve
their departments in the organization. This includes preparing and organizing documents, letters, and/or
reports, taking phone calls and relaying messages.

e Planning and preparing for department meetings and activities.

e Maintain contact lists

e Assist with maintaining office policies and procedures

e Provide excellent general support to visitors

e Act as the point of contact for internal and external employees and visitors

e Liaise with Executives and Executive Assistant to handle requests and queries from manager/directors

e Works closely with executives keeping them well informed of upcoming events and following up on plans and
schedules.

e Works to provide a smooth path of communication between the executives and their staff.

e Assist the Executive Assistant with event management as needed.

e Duties and responsibilities and activities may change, or new ones may be added at any time with or without
notice.

PROFESSIONAL REQUIREMENTS:

e Adhere to dress code, appearance is neat and clean

e Complete all annual education requirements

e Always maintain confidentiality for both patients and employees

e Report to work on time and as scheduled

e Wear identification while on duty

e Maintain regulatory requirements, including all state, federal, and local regulations

e Always represent the organization in a positive and professional manner



e Comply with all organizational policies and standards regarding ethical business practices.
e Communicate the mission, ethics, and goals of the organization

e Participate in performance improvement and continuous quality improvement activities
e Attend regular staff meetings and in-services

KNOWLEDGE, SKILLS, and ABILITIES:

e Excellent written, verbal, and listening communication abilities; professional discretion

e  Willingness to establish effective working relationships with internal and external customers

e Ability to work independently, while collaborating with other team members

e Ability to make independent decisions in accordance with established policies and procedures. Decisions and
problem solving require a combination of analysis, evaluation, and interpretive thinking

e Computer literacy, including but not limited to, data entry, retrieval, and report generation

e Must not have any restrictions for physical work which reasonable accommodation cannot be made

QUALIFICATIONS:

e High School diploma or equivalent

e Expert proficiency with MS Office

e Excellent organizational and time management skills

e Three (3) years proven experience as an assistant or other relevant experience

PHYSICAL REQUIREMENTS:

e Full range of body motion including handling and lifting patients
e Manual and finger dexterity

e Hand and eye coordination

e Sitting, walking, and reaching

e Lifting and carrying items weighing up to 50 pounds

e Corrected vision and hearing to within normal range

Employee Name Employee Signature Date

Supervisor Date

The above statements are intended to describe the general nature and level of work being performed. They are not intended to be construed as an
exhaustive list of all responsibilities.



