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Administrative Assistant 

Full-Time 

 

Job Summary: 

This position performs all necessary administrative, coordinative, secretarial support to the 

Executive Management Team.  Directly assumes all tasks necessary to facilitate coordination of 

the day to day operations.  This position requires a high level of organization and coordination of 

all related management functions. Independent judgment is required to plan, prioritize, and 

organize a diversified workload with professionalism and discretion.  The Administrative 

Assistant will demonstrate poise and diplomacy to a diverse group of internal and external 

customers. 

Duties and Responsibilities: 

 

 Process payments to vendors. 

 

 Provide administrative support to Executives which will include answering phones, 

compose correspondence (letters, memo’s, etc) and maintain files and records. 

 

 Prepares effective and accurate correspondence, minutes, and reports; composes memos 

and reports as instructed.  Types, formats and proofreads a variety of materials including 

minutes of meetings, etc. 

 

 Works effectively with Board of Directors, PCHC management and providers to assure 

accurate and timely communication and follow-through. 

 

 Deals discreetly with confidential information concerning PCHC affairs, personnel 

information and information contained in minutes, letters and other documents. 

 

 May coordinate schedules for Board and Committee meetings and the preparation of the 

agenda and other written documents. 

 

 Processes and prepares all meeting materials accurately, in proper format and in the 

appropriate time frame. 

 

 Arranges for audio-visual aids as needed for presentations. 
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 Schedules meetings, appointments and interviews to ensure optimal utilization for 

Executive Management Team.  

 

 Makes arrangements for annual Board retreat, including accommodations, coordination of 

schedule, and all written and audio-visual materials as needed. 

 

 Processes incoming and outgoing correspondence for the organization.  

 

 Schedule conference room for various functions. 

 

 Complete special projects as assigned. 

 

 Ensures operation of equipment by completing preventive maintenance requirements; 

calling for repairs; maintaining equipment inventories; evaluating new equipment and 

techniques. 

 Maintains supply inventory by checking stock to determine inventory level; anticipating 

needed supplies; placing and expediting orders for supplies; verifying receipt of supplies. 

 Maintains professional and technical knowledge by attending educational workshops; 

reviewing professional publications; establishing personal networks; participating in 

professional societies. 

 Welcomes guests and customers by greeting them, in person or on the telephone; 

answering or directing inquiries. 

 

Skills, Knowledge, and Abilities: 

Detail oriented. Excellent Customer service skills.  Must have the ability to work independently.  

Ability to establish and maintain effective working relationships. Must demonstrate strong verbal 

and written communication skills.  Must be flexible to adapt in order to achieve best results.  

Must be able to problem solve effectively and possess good decision making skills. Ability to 

create letters and reports using Word and Excel. Must be able to multi-task.  Must have 

experience with Microsoft Office.  Knowledge of accounting software. Local travel required. 

Education/Qualifications: 

Minimum of an AA degree.  Minimum of two years medical office experience preferred.  

Experience working and interacting with management staff. 

 

Pomona Community Health Center is an Equal Employment Opportunity Employer 

 

 


