
JOB DESCRIPTION  
 

 

POSITION TITLE: Temporary Administrative Assistant 

 

DEPARTMENT: Administration 

 

REPORTS TO: Chief Executive Officer 

 

 

POSITION OVERVIEW: 

This is a new position, as the Temporary Administrative Assistant and the assistant’s 

duties will be divided between the T.A.A. and the Executive Assistant.  Both assistants 

will be crossed trained as necessary in order to provide necessary coverage for call-

off’s or requested time off. 

 
DUTIES/RESPONSIBILITIES:  

1. Shall assist the C.E.O. and executive team with all clerical tasks (e.g., drafting 
letters, phone calls answering/taking messages, computer tasks, creating forms, 
follow-up, faxing, etc.). 

2. Will be assigned the responsibility to handle the purchasing of: 
a. #1: 

Medical supplies 
Dental supplies 
Etc. 

b. #2: 
Office supplies (Rx pads, microwave, refrigerators, business cards, special 
orders, etc.) 
Housekeeping supplies 
Optometry supplies  
Etc. 

3. Shall submit supply requests for approval.  
4. Tracking of all orders and supply distribution inventory (on Excel spreadsheet). 
5. Responsible to distribute supplies ordered to the pertinent clinic site/department. 
6. Placing inventory/restock orders. 
7. Shall be responsible for grants, contracts, agreements, and MOU tracking (via an 

excel spreadsheet). 
8. Shall assist in the development of agency Policy & Procedures as necessary and 

will assist in maintaining up to date copies on file. 
9. Shall ensure to maintain all agency administrative files or records in an organized 

manner and shall have them available for immediate retrieval. 
10. Shall set-up calendar invites as necessary for assigned Officers (i.e., C.E.O., 

C.M.O., C.F.O., and/or providers/staff). 
11. Shall assist in the completion of applications or submissions for: 



a. Medi-Cal D.H.S. for Full Licensure 
b. CHDP 
c. Family PACT 
d. CPSP 
e. Covered CA 
f. CLIA 
g. 340B renewal 
h. FTCA 
i. Fictitious 
j. Pharmacy application as necessary 
k. Etc. (i.e., FAME Renaissance, VFC) 
12. Shall assist in the dissemination of mail, Memo’s, handouts, etc. 
13. Shall track checks received via a tracking log. 
14. Shall assist to ensure that all new, revised, or updated forms or necessary 

information is disseminated to all applicable staff via Memo, handouts, email, etc. 
15. Shall assist in the preparation of various reports, such as: Provider Productivity, 

Provider Schedules, Cycle Time, etc. 
16. Shall assist in the preparation of all audits (i.e., HRSA, D.H.S./Managed Care, 

CHDP, Health Plans, CPSP, etc.) as necessary. 
17. Shall ensure that all documents in possession are filed in a timely manner. 
18. Shall assist with pertinent meetings by attending and taking/typing Minutes, 

reviewing old business and action items and ensuring sign-in sheet is available 
and other pertinent documents as well.  Meetings are as follows: 

a. #1: Supervisors, Corporate Risk Management Meeting, Disaster 
Preparedness, Quarterly Staff Meeting, other adhoc meetings as assigned. 

b. #2: Board of Directors, Executive Committee Meeting, Q.I./Q.A., Medical 
Advisory Committee Meeting, Quarterly Staff Meeting, other adhoc meetings as 
assigned. 

19. Shall be responsible to direct assigned meetings to ensure timely start and flow 
of meeting. 

20. Required to ensure confidentiality and HIPAA compliance with regards to all 
patient and employee information. 

21. Undertakes continuous self-improvement, attending applicable training, 
seminars, in-services and educational classes to maintain skills, competency, 
and current knowledge for standard of care and effective practices. 

22. Responsible for following all agency safety and health standards, regulations, 
procedures, policies and practices.  

23. Identifies, initiates and implements measures to deliver high quality care to 
patients and improve services. 

24. Responds efficiently and timely to all patient and provider staff needs and 
inquiries. 

25. Ensures excellent customer service to all FHCCGLA patients. 
26. Works with the operations managers to manage patient scheduling and flow to address 

bottlenecks, scheduling issues, etc.  
27. Handles patient grievances according to FHCCGLA’s Policy & Procedure. 
28. Assists in developing, updates & reviews of FHCCGLA Policies & Procedures (P&P’s) 

as needed (with input from all other key personnel). 



29. Ensures HIPAA compliance by maintaining strict confidentiality of all patient data 
and E.H.R./Practice Management System (PMS) according to regulations and 
FHCCGLA’s P&P’s. 

30. Attends the following meetings/trainings: 
A. Mandatory Quarterly Staff Meeting/Trainings- Quarterly (Jan., Apr., Jul. & 

Oct.). 
B. Corporate Risk Management Meeting- Quarterly (Jan., Apr., Jul. & Oct.), as 

needed (advanced notice will be provided when feasible). 
C. Clinical & Operations (C&O) Meeting- As needed (advanced notice will be 

provided when feasible). 
D. Meetings with FHCCGLA’s Executive Leadership, as needed (advanced 

notice will be provided when feasible). 
E. Other pertinent meetings- As scheduled. 
F. Remains informed of: 
G. Current legal and regulatory changes related to scope of practice. 
H. Specific programs/payors, insurances accepted, and services being offered at 

FHCCGLA. 
I. All applicable Policies & Procedures. 
J. Utilizes agency resources efficiently and prudently. 
K. May be required to participate in agency events, such as health fair’s, specific 

themed events, fundraisers, etc. as necessary. 
L. All other duties as assigned. 

 
MINIMUM QUALIFICATIONS: 

1. Bachelor’s Degree required. 
2. Computer knowledge, a must (Excel, Power Point, Word). 
3. FQHC experience, highly preferred. 
4. Excellent analytical skills. 
5. Motivation to take initiative to ensure all tasks performed are completed 

thoroughly and accurately. 
6. Excellent writing and verbal communication skills. 
7. Knowledge of administrative principles and procedures. 
8. Computer knowledge preferred (e.g., NextGen (E.H.R. & PMS), Microsoft Word 

and Excel).  
9. Bilingual English/Spanish and familiarity with the Hispanic culture.  
10. Access to automobile with valid California driver’s license and state mandated 

automobile insurance.  
11. Ability to prioritize workload and work under pressure of deadlines.   
12. Ability to meet tight time sensitive deadlines.  
13. Motivated and committed to the provision of high-quality healthcare for indigent 

and underserved communities. 
14. Willingness to adapt to changes with regards to the agency’s growth and 

expansion. 
15. Ability to speak Spanish, preferred. 
16. Strong interpersonal and problem-solving skills, to include persuasiveness, 

assertiveness, initiative and sensitivity when dealing with patients as well as agency staff. 



17. Requires exceptional organizational skills. 
18. Self-motivated to take initiative to ensure all tasks performed are completed and 

accurate. 

19. Ability to multi-task, prioritize workload, and work under pressure of deadlines. 
20. Ability to function self-sufficiently, requiring little supervision. 
21. Willingness to adapt to changes in clinic schedules, agency growth and expansion. 
22. Commitment to the mission & vision of Family Health Care Centers of Greater Los 

Angeles, Inc. 
23. Transportation required. Will need to travel to FHCCGLA clinic sites as necessary. 
24. Current California Driver License.  

 
ADDITIONAL ELIGIBILITY QUALIFICATIONS: 
 

1. Ability to work well with others in a professional and team-oriented environment.  
2. Well-developed interpersonal skills, friendly personality and able to motivate staff 

by promoting teamwork. 
3. Ability to relate to the public regardless of ethnic, religion and economic status. 
4. Excellent communication skills. 
5. Willingness to travel.  
6. Strong planning and organizational skills. 
7. Problem analysis and critical thinking skills. 
8. Excellent customer service skills. 
9. Knowledge of the following (but not limited to), preferred:  

My Health LA  PPO’s   HMO’s  
Medicare       Family PACT  CPSP  
Medi-Cal   Fee-for-Service  CHDP 

                      Managed Care Plans Every Woman Counts 
 
 
 
Employee’s Signature: __________________________________     Date: __________ 
 
 
 
 
Supervisor’s Signature: __________________________________     Date: _________ 
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