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Position: Executive Assistant

	
	
	
	
	
	

	FLSA Status:
	[  ] Exempt
	[ ] Non-Exempt

	
	
	
	
	
	

	Reason for Evaluation:    [  ] Introductory    [  ] Annual  [  ] Transfer   [  ] Other: ___________________           

	POSITION PURPOSE

	This position provides a broad range of high-level administrative support to CEO and 
Executive Staff to include Chief Financial Officer, Chief Nursing Officer, and Human 
Resource Director.  Independent judgment is required to plan, prioritize, and organize 
diversified workload.  Ability to multi-task and work in a fast-paced environment is 
essential.  Performs work under minimal supervision

	POSITION QUALIFICATIONS

	Education:
High School Diploma or GED is required. Business School, Associate’s degree or equivalent is preferred

	Licenses/Certificates:
None

	Job Qualifications:
· Effective verbal and written communication skills. A professional appearance and telephone manner is essential. Must be proficient in various software applications such as Microsoft Word, Excel, and PowerPoint and be able to create correspondence, presentations, spreadsheets, and meeting materials.  Position requires strong organizational and time management skills.  Must be able to interact and communicate with individuals at all levels of the organization.
· 3 - 5 years’ experience in an administrative/support capacity. 
· Duties of the position require intermittent walking, sitting, and standing. Some bending, stooping, and reaching is required with the lifting of items up to a weight of 20 pounds.


	PHYSICAL REQUIREMENTS

	• Working environment is generally favorable                                                                                                                                                                      • There is little exposure to risk in the form of disease, radiation, and disoriented or combative patients
• Little potential for exposure to blood and body fluids
• Personal protective equipment required for risk procedures
• May be requested to be on standby and work extended shifts in situations, which administration considers an emergency.

	Activity
	Occasionally
	Frequently
	Continuously
	% of hrs.

	
	(1-33%)
	(34% to 66%)
	(67% to 100%)
	 

	a. Sitting
	
	                  X 
	 
	 

	b. Walking
	
	 X
	 
	 

	c. Standing
	
	 X
	 
	 

	d. Bending
	
	 X
	 
	 

	e. Squatting
	
	 X
	 
	 

	f. Climbing
	
	X 
	 
	 

	g. Kneeling
	
	 X
	 
	 

	h. Twisting
	
	 
	 
	 

	i.  Lifting
	
	 
	 X
	 

	j.  Pushing
	
	 
	 
	 

	k. Pulling.
	
	X
	 
	 

	VISUAL AND HEARING REQUIREMENTS

	Yes
	Must be able to see with corrective eye wear

	Yes
	Must be able to hear clearly with assistance

	Other
	May be exposed to infectious and contagious diseases.

	
	May be exposed to blood and body fluids.

	
	Personal protective equipment required for at-risk procedures.

	
	May be in contact with patients under a wide variety of circumstances.

	
	Able to handle emergency or crisis situations.

	
	May be requested to be on standby and work extended shifts in emergent situations.

	
	
	
	
	
	

	I have reviewed these job requirements and verify that I can perform the minimum requirements and essential functions of this position.

	Legal Disclaimer:  This is not a contract of employment and job duties and responsibilities may change and additional job duties may be requested.

	
	
	
	
	
	

	Employee Signature:
	 
	Date:
	 

	
	
	
	
	
	

	Validation Method

	The following methods are acceptable means of assessing department specific or unit specific annual competencies.

	O
	Observation:  Direct observation by a supervisor, designated evaluator, preceptor or team while the employee demonstrates the skill in the work setting, (the preferred method) or in simulated settings, such as skill labs, mock codes, or drills.

	D
	Demonstration:  Return demonstration by the employee during a departmental in-service, (The key is that the training by itself does not ensure competence---competence can only be assessed by performance).

	C
	Cognitive:  Written and/or verbal or demonstration of knowledge, I.e. tests, discussions, etc.

	R
	Documentation Review:  Review of medical record documentation, written reports, written plans, etc.

	 
	
	
	
	
	 

	Indicators of Performance Level

	1
	Unacceptable
	Often fails to complete work on time:  errors and mistakes are common.  Work requires close supervision on consistent basis, no follow through, lacks conscientious approach to job.

	2
	Needs Improvement
	Work is usually completed on time:  may occasionally miss deadlines or produce work of unacceptable quality.  Needs close supervision on complex tasks.

	3
	Meets Requirements
	Volume of work produced meets job requirements  completes assigned tasks on time.  Errors occur infrequently or are of a minor nature.  Follows through on assignments.

	4
	Exceeds Requirements
	Very accurate, mistakes are rare; volume of work is above requirements of position.  Strives to work efficiently.  Handles complex and routine tasks with little direction, good follow through.

	5
	Distinguished
	Consistently can be relied upon to execute all levels of responsibility with minimal direction.  Far more work is completed than is typical; work is of the highest quality.  Concerned with own work efficiency as well as the efficiency of the department.

	General Duties
	Validation Method
	Rating (1=low thru 5=high) see key above

	
	
	Score
	Comments Required for Score 1 and 5

	
	
	
	
	

	Acknowledges public when entering the building with a friendly smile and positivity.
	 
	 
	 
	

	Plans, organizes and coordinates administrative office functions
	
	
	
	

	Schedules and organizes complex activities such as meetings, travel, conferences, and activities for all members of the department.
	
	
	
	

	Maintains schedule for conference rooms (administrative and board room)
	
	
	
	

	Act as a liaison with departments on special projects and social functions. This may include planning and coordinating, disseminating information, and coordinating direct mailings or emails
	
	
	
	

	Assist the Chief Executive Officer and other Executive Team members in the management of individual and group schedules.  Effectively utilizes computer scheduling program that immediately updates as changes occur
	
	
	
	

	Greets the public in person and on the telephone, provides general information, answers questions and directs individuals to appropriate party as necessary
	
	
	
	

	Answers telephone for Chief Executive Officer and Executive staff.  Takes messages or fields/answers all routine questions.  Coordinates conference calls
	
	
	
	

	Sorts and distributes mail for the Administrative staff.  Responds to regularly occurring requests for information from the Administrative Staff
	
	
	
	

	Generates and designs general correspondence both paper form and electronic.  Responsible for accuracy and clarity of final copy including spelling, grammar, and layout
	
	
	
	

	Types meeting minutes as requested by any member of the Executive staff
	
	
	
	

	Assists Executive staff with tasks particular to their office functions
	
	
	
	

	Establishes, develops, maintains and updates filing system.  Retrieves information from files when needed
	
	
	
	

	Assists the COO in maintaining and keeping current the HIPAA and certifications for all contract books.  Maintains current liability declaration pages for all applicable contracted services
	
	
	
	

	Communicates with Board of Directors regarding meeting dates, locations, and times.  Notifies the Board by email and telephone of scheduled meetings
	
	
	
	

	Responsible for developing and posting all agendas for regular and special called Board of Director meetings as required by the Open Meetings Act
	
	
	
	

	Attends all regular and special called Board of Director meetings and records and develops official minutes of the proceedings.  Maintains minutes in an organized filing system
	
	
	
	

	Dawson County Hospital District Responsibilities, Elections Administrator and the Public Information Officer
	
	
	
	

	Responsible for preparation and execution of any and all special elections
	
	
	
	

	Responsible for preparation and adherence to all duties associated with the election and tax rate calendars
	
	
	
	

	Responsible for posting required public hearing notices and drafting resolutions associated with
	
	
	
	

	Works in conjunction with Chief Financial Officer to evaluate and declare tax rate setting
	
	
	
	

	Attends bid openings
	
	
	
	

	Prepares, binds and distributes specification books for bids
	
	
	
	

	Prepares various documents, including attendance sheets, bid tabulation sheets, purchase orders for advertisement, bidder’s lists, and placement of advertisement in area newspapers
	
	
	
	

	Responds to all Public Information Requests and responds in a timely manner
	
	
	
	

	Orders and maintains adequate inventory of office equipment and supplies
	
	
	
	

	Treats all information and data within the scope of the position with appropriate confidentiality and security
	
	
	
	

	Participates in organizational in-services and programs
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