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LIFE CHANGES HERE

La Comunidad Hispana




Job Description
Job Title: 

Executive Assistant
Organization: 
La Comunidad Hispana (LCH)
Department: 

Administration
Location: 

Kennett Square, PA
Reports to: 

President and CEO (“CEO”)
Status:
 
Full-time (with 4 evening hours per month), Exempt 
Date last updated:
October 2017 
Description

La Comunidad Hispana (LCH), Kennett Square and Oxford, offers a comprehensive scope of healthcare, social services, outreach, and education programs for Latinos and other low-income, underserved families living and working in Southern Chester County.  As a Federally Qualified Health Center and Level 3 Patient-Centered Medical Home, LCH provides fully integrated person-centered care in a bilingual and bicultural environment that encourages compliance and fosters improved patient outcomes.  Using a holistic approach to care, LCH integrates healthcare with supportive services and education to empower our members to stay healthy, build strong families and lead productive fulfilling lives. 
The primary functions of the Executive Assistant are to:

-Manage all administrative aspects of the LCH Board of Directors

-Provide administrative support to the CEO and other members of the executive team

-Manage the donor database and development administrative functions

-Serve as Human Resources Assistant for LCH handling administrative areas of Human Resources
Essential Duties and Responsibilities
Administration
· Administrative Reception:  Answers phones, greets visitors, and manages access to the CEO and other managers; Represents the organization in a professional and friendly manner; Responds to requests for information.
· Office Management:  Performs general office duties and other activities to create a professional work environment such as ordering supplies, maintaining materials, records management including maintenance of LCH contracts and general files; Opens and distributes mail including the management of incoming checks; Acts as liaison with insurance brokers for medical malpractice, liability, directors and officers and workers compensation.
· Facilities Management:  Assists in the management of facility operations including housekeeping services, routine maintenance, and other needs as directed; Serves as back up to COO with vendors to insure proper operation of telephone system and copiers; Manages building security cards.

· Calendars and Scheduling:  Maintains the calendar of appointments and facilitates scheduling for the CEO and other managers as directed; Arranges meetings; Maintains Outlook Calendar, prints reports, maintains a tickler file; manages notices, reminders and follow-up correspondence; Makes travel arrangements as directed; Schedules and maintains the central calendar for use of the various rooms and facilities of LCH; Works with the management team to make arrangements for food and audio-visual needs; Prepares agendas; Creates packets of information; Sends reminders and performs other duties as directed. 

· Correspondence and Communication:  Provides clerical/administrative support, including the composition and preparation of routine correspondences and presentations using computer software applications; Prepares responses to routine inquiries and assists the various professionals in maintaining timely communications with their respective constituencies. 

· Files and Record Keeping:  Creates and maintains a file system for the Administration Department that provides for accuracy, thoroughness and ease of retrieval of key documents; Insures that the files are complete and up-to-date; Works with the management team to provide an integrated, effective and effortless system of retrieval.
· Database Management and Computer Skills:  Effectively uses various software programs to create documents, reports, Powerpoint presentations and other collateral; Provides support to the management team to maintain and ensure the accuracy of the various databases used by the organization.

· Board and Committee Liaison:  Under the direction of the CEO, coordinates board and committee meetings; sends meeting notices; ascertains attendances; prepares materials; arranges room and facility; takes minutes and maintains a tickler file for follow-up actions; Maintains correct and up-to-date contact information for Board and committee members. Maintains an up-to-date and accurate board handbook.
· Ethics and Professional Standards:  Maintains a professional demeanor and attire; Treats people with respect and dignity; Maintains all information in the strictest of confidence at all times.

Development
· Donor Management and Mailing Lists:  Works under the guidance of the Director of Development to effectively manage the Raiser’s Edge database to create Development reports, Provides donor information, creates billing reminders and manages the organization’s mailing list; Provides support for special mailings and other mailings, annual appeal, annual reports and newsletters.
Human Resources Administration
· Recruiting:  Notifies staff of new positions via email; Posts new positions to LCH web site and other job search sites as directed; Manages recruiting schedule; Maintains tickler file for follow-up communication.

· New Hire:  Administers new hire process in accordance with the New Hire Procedures including; preparing new hire packets, conducting new hire orientation, administering new hire documentation.

· Personnel Files:  Maintains personnel files, ensures personnel files are up-to-date and secure. 

· Employee Handbook:  Disseminates updates to handbook as required.

· Benefits:  Acts as liaison with benefits broker; Provides employee information to broker; Answers employee questions as first line of defense. 

· Performance Evaluations:  Maintains tickler file for performance evaluations. 

· Termination:  Ensures that termination tasks are completed in accordance with Terminations procedures.

Additional Responsibilities

· Maintains regular attendance; Performs all duties in a timely manner; Attends all staff meetings as scheduled and/or directed by CEO. 
· Follows all LCH procedures and adhere to policies as outlined in the Employee Handbook.

· Collaborates with staff of all LCH programs to ensure efficient integration of services and support. 

· Respects confidentiality at all times.
· Performs other duties as assigned. Job description subject to review and may change based on business necessity.

Qualifications

· At least five years of experience as an Administrative Assistant to a CEO or high level executive is required.

· Bachelor Degree or equivalent experience is preferred. 

· Experience with a non-profit organization is preferred.

Skills

· Proficiency in office-based applications:  MS Office (Word, Excel, Access, Powerpoint, Outlook) and Internet use is required.  Knowledge of Raiser’s Edge is preferred but not required.

· Must possess superior organizational skills, the ability to multi-task, and be detail-oriented.

· Excellent written and verbal communication skills is required.

· Must have excellent interpersonal skills and the ability to be a team player.
· Must be capable of employing time-management skills for projects with varying timelines; must be able to work under pressure.
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