

JOB DESCRIPTION: Executive Assistant

1.  Title of Position and Supervisor


Title: Executive Assistant

Supervisor: Executive Director, Lynn Godec, MSW

2.  Assigned organizational unit (e.g., department)


Business Operations

3.  Job summary or overview, including job classification

i 

This is a non-exempt position which is paid hourly.

i 

The Executive Assistant [EA] is a professional and personal assistant to the Executive Management Team of the clinic, namely, BOTH the President and the Executive Director.

i 

In this role, the EA will be assigned various tasks which will help the management team accomplish its work more effectively.  Often, these will be special projects, one time tasks, or urgent tasks, such as preparing marketing materials for an important meeting, setting up meetings with vendors and referral sources, filing of confidential documents, acting as a courier when necessary, assisting at marketing meetings, helping to maintain our website content, updating personnel documents, organizing job reviews, taking notes for management meetings, helping with newsletters, maintaining meeting agendas, and numerous other projects.

i                 
Flexibility to move into whatever assignments are a priority.

i 

The EA will keep the active management team files in order, tracking projects, facilitating and expediting projects, arranging interviews, maintaining executive calendars.
4.  Position qualifications

T 

Bachelors degree in psychology, social work, or a related field.

T                   
A solid desire to be an executive assistant over the long-term.

T 

2 or more years of experience in office work.

T 

Outstanding writing skills, with perfect spelling.

T 

Spreadsheet and word processing skills.
T  

Exceptional capacity to be organized AND to help others be organized.

T                           This is a position for a person whose goal is to be an executive assistant and to make an important contribution by helping the executive management team be more effective.  
5.  Major duties and responsibilities

� 

Assist the President and Executive Director as may be required to support the work of managing the clinic.

�     

Be prepared eagerly and rapidly to complete assignments.

� 

Complete special projects assigned by management team.
�   

Preparing marketing materials.

�  

Set up meetings with staff, vendors, and referral sources.

�  

Maintain files for management team.

�   

Act as a courier when necessary.

�  

Set up meetings, get refreshments.

�  

Helping to maintain our website content

�   

Updating personnel documents

�   

Organizing job reviews

�   

Taking notes for management meetings.

�   

Creating and maintaining meeting agendas.

� 

Keeping the active management team files in order.

�  

Tracking projects and prioritizing projects for the managers.

�   

Arranging interviews.

�   

Maintaining calendars for mangers.
6.   Accountability - Executive Assistant
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	You are hired not merely to perform a job function, but because we believe your skills will make those job functions an effective, integral, and important part of the growth of your department and SBH and contribute to the welfare of your colleagues, our patients,

and the community.  

You will be making a contribution to the profitability from which you and your team members will benefit.  
Every duty and expectation is your contribution to the welfare of the entire team, the company, yourself, and the welfare of our clients.  

	Customers for Your Job Functions:
Clients – to enhance the well-being, health, quality of life, and lifestyle functioning of clients

Referral Sources – to think of SBH as the premier, ‘go-to’ provider

Supervisor/EXECUTIVE TEAM – to contribute to the team as well as anyone can

Company – maximize productivity and billable client hours

Yourself – work with us on your career development and your job-satisfaction 

	
	


�





[image: image1.wmf]