POSITION: EXECUTIVE ADMINISTRATIVE ASSISTANT

CLASSIFICATION: Regular Full Time
           
Reports to: Chief Executive Officer 
FLSA:  Non-exempt





POSITION SUMMARY:

This position performs receptionist and general office duties in the Cameron Office.  Provides administrative and operational support to the Chief Executive Officer and Chief Operating Officer.  This position will work cooperatively with other departments as needed to complete responsibilities.
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES:

· General office duties

· Answer phones, triage calls, and route as appropriate.
· Prepare and list advertisements, and public service announcements.
· Schedule conference rooms and equipment
· Perform general clerical duties including but not limited to correspondence, photocopying, faxing, incoming mail, and filing
· Oversee supply inventory.  
· Serve as Cameron’s office administrative assistant

· CEO/ COO 
· Routinely perform a wide variety of support duties.
· Keep executive staff advised of time-sensitive and priority issues, ensuring appropriate follow-ups
 
· Board of Directors, Advisory Council, and Silver Haired Legislature
· Serve as Recording Secretary

· Lead Board of Directors Elections and serve as the Election Coordinator 

· Conduct Board Member training and orientations 

· Public Education and Information  
· Develop and maintain interactive social media content
· Assist other departments in outreach efforts as needed
· Update website as needed 

· Develop and maintain local media contacts
· Agency Expectations

· Follow all Agency and department procedures and reporting guidelines.

· Represent Young at heart Resources in a positive manner with prospective, former, and current contractors, partners, employees, other organizations, clients, and the general public.  Interact effectively with a diverse group of organizations, governmental representatives, communities, professionals, clients, and employees in a highly professional manner.

· Support and uphold the mission statement, principles, and policies of Young at Heart Resources. 
· Handle confidential information with tact and discretion and in compliance with the applicable HIPAA regulations and requirements.  

· Other Duties

· Assist with disasters per the Agency’s disaster plan and as assigned.

· Internal control and monitoring functions as assigned.

· Perform other functions and duties as necessary or as assigned. 

KNOWLEDGE REQUIRED:

A degree in Administration or related field is preferred, but High School Diploma, and some post-high school education in a related field, office training, and/or comparable work experience may be considered.

SKILLS/QUALIFICATIONS/ABILITIES REQUIRED:

· Work well under stress. 

· Attention to detail and high level of accuracy.

· Excellent writing skills.

· High level of organizational skill
· Ability to maintain a high level of accuracy in preparing and entering information. 

· Professional verbal and written communication by phone, computer, face to face with    

      contractors, other organizations, staff and service recipients. 
· Highly skilled in the use of personal computers and related software applications.
· Able to do the moderate lifting, pushing, and pulling. 

· Ability to analyze and solve problems.

· Strong interpersonal and communication skills. 
· Dependable vehicle for moderate travel.

· Able to multitask a variety of assignments simultaneously.

· General clerical duties to include but not limited to photocopying, faxing, mailing, and filing
· Dependable.
EMPLOYEE REVIEW:

I have read the above and understand that it is intended to describe the general content of and requirements for performing this job. I also understand the expectations of a non-exempt employee and agree to abide by them. I have been given a copy of this description and understand that it is not an employment contract; the employment is at-will. 

________________________________________________                          ___________________


Employee’s Signature






Date 

