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CUMBERLAND

HEIGHTS






DATE POSTED:  06/27/2013


CUTOFF DATE:  07/05/2013
All applications must be submitted before 3:00pm on the cutoff date indicated above.

JOB POSITION:  Administrative Assistant
DEPARTMENT:   Primary Youth
                             Full-Time(Temporary) – Monday through Friday – 40 hrs/week


DATE POSITION AVAILABLE:  Immediately
JOB DESCRIPTION:  The Administrative Assistant provides general clerical and secretarial assistance to the supervisor, coordinator and staff of the Primary Youth Program and its related programs.  Other duties and responsibilities include, but are not limited to, the following:
· Stores, retrieves and integrates information for dissemination to staff and/or patients.

· Coordinates and publishes staff schedules/assignments and schedules replacement staff as needed

· Schedules meetings and appointments.

· Organizes and maintains paper and electronic files.

· Greets visitors, alumni and patients in professional, helpful manner.

· Answers telephone, routes calls to appropriate staff and takes messages.

· Opens and routes office mail.

· Composes and prepares correspondence.

· Facilitates department employee orientation. 

· Processes payroll time sheets.

· Utilizes office equipment (fax, copier, postage meter, etc.).

· Takes minutes of meetings as required.

· Ensures that a welcoming, safe and healing environment is maintained for each patient and family throughout the continuum of care.

· Recommends ways to improve the quality and delivery of services.

· Maintains confidentiality of company and patient information.

· Ensures proper handling and distribution of company funds.

QUALIFICATIONS FOR POSITION:


· High School diploma or GED required
· Minimum two (2) years administrative experience required

· Experience in healthcare environment and/or equivalent education and/or experience in job-related activities preferred

· Detail-oriented, highly organized and have excellent written and oral communication skills

· Ability to work collaboratively with staff members
· Advanced proficiency with Microsoft Office Products required, including Word, Excel, and PowerPoint 
· If recovering, one (1) year of verifiable abstinence required along with active participation in appropriate Twelve Step program preferred.

To apply for the above position, please submit a cover letter along with a current resume to Paul Citro via fax (615) 432-3186 or via email to paul_citro@cumberlandheights.org.  You will be contacted should an interview or other information be desired.
This notice is posted in keeping with Cumberland Heights’ policy of offering preferential consideration for new/vacant job positions to current employees.  Of course, the employee applicant must be equally or better qualified for the position, as any other applicant.


