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基督教角聲醫療中心 
Herald Christian Health Center 

 
JOB POSTING 
 
Position: Program Assistant    
Posting Start Date: 10/9/2017 
Posting End Date: 12/09/2017 
Position Status: Full time  
Clinic Location Hiring: HCHC Rosemead office 
Contact Email: resume@hchcla.org 
 
Herald Christian Health Center (HCHC) is a non-profit community clinic and a Federally Qualified Health 
Center in the city of San Gabriel, Los Angeles, California. The mission of HCHC is to provide quality and 
affordable holistic healthcare to the low income, the uninsured and the medically indigent among the 
population of San Gabriel Valley. HCHC patient population is comprised mostly of limited English 
proficient immigrants from China, Hong Kong, Vietnam and Taiwan. 
 
HCHC is seeking a Program Assistant who would like to grow with our organization. As the needs from the 
community increases, the clinic is searching for a Program Assistant who shares in the mission of HCHC 
and whose heart desire is also to serve the poor and the afflicted and similarly, want to make a difference in 
the lives of their patients. As a recognized Patient Centered Medical Home (PCMH) by National Committee 
for Quality Assurance (NCQA), transdisciplinary care teams continue to improve upon care coordination 
and treatment plan management of patient population aiming to improve safety, efficiency and quality of 
patient care. HCHC offers competitive salary with benefits. 

 
I. Job Summary 

Under the direction of the Compliance Director, the Program Assistant will participate in quality 
improvement and quality assurance projects, compliance monitoring activities, grant proposals and 
reports writings, and liaison activities. 
 

II. Essential Functions 
 

A. Primary Duties 
1. Collect, aggravate and analyze data for QIQA and compliance projects and activities. Develop 

forms and records to document project activities as needed. 
2.  Draft, edit and proofread documents such as program plans, policies and procedures, protocols, 

project and grant reports, etc. 
3. Assist in writing grant proposals and preparing supporting documents in response to 

solicitations. 
4.  Maintain and implement funding calendar activities. 
5.  Act as liaison with different departments.  
7. Compile and prepare meeting materials including agendas and minutes.  
8. Assist with staff development arrangements such as facility set up, powerpoint presentations, 

coordination with guest speakers, etc.  
9.  Research on different subject matters for projects.  
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B. Staff Development  
1. Attend staff/department meetings. 
2. Participate in staff training as arranged by the corporation. 

 
III. Organization Expectation 

1. Adhere to all HCHC’s Policies and Procedures. 
2. Conduct self in a manner that represents HCHC’s core values at all times. 
3. Maintain a positive, respectful and professional attitude with all work-related contacts. 
4. Communicate regularly with the officers about work concerns. 
5. Meet productivity standards and performs duties as workload necessitates. 

 
      IV.       Education/License/Certification: 

1. A Bachelor’s degree is preferred.  

       V.       Skills and Specifications: 
1. Excellent in written English.  
2. Ability to work independently with minimal supervision. 
3. Detailed oriented and able to multi-task. 
4. Ability to complete assigned tasks in a timely manner.  
5. Strong knowledge of MS Office.  

 
VI. Physical Requirement 

1. Physical effort which may include occasional light lifting to a 25 pound limit, and some bending, 
stooping or squatting.  Considerable walking may be involved. The ability to sit or stand for 
extended periods of time is required.  

2. The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  

3. While performing the duties of this job, the employee may be required to travel to all HCHC 
facilities as needed.  

 
Benefits: Vacation, sick leave, personal necessity leave, holidays, birthday leave, medical plan, dental discount, 
401k with employer match. 
 
If interested, please email resume and application.  
 
Herald Christian Health Center (HCHC) is an equal opportunity employer. HCHC does not discriminate on the 
basis of race, color, creed, national origin, veteran's status, medical condition or disability, religion, ancestry, 
age, sex, marital status, or sexual orientation in accordance with all applicable requirements of Federal and State 
laws. 
 


