
Do you have a passion for helping the underserved in your community? Are you a team player with a 
good attitude ready to step into a challenging position? Do you have impeccable communication and 
organization skills to contribute to an amazing team? If you are an experienced Executive Assistant and 
you answered yes to these questions, then TCC Family Health has a great employment opportunity for 
you. 

OUR MISSION 

To provide quality, integrated, innovative health care that will contribute to a healthy community, 
focusing on those in need and working with patients and the community as partners in their overall 
well-being. 

POSITION SUMMARY: 

Under the direct supervision of the CEO this position provides a broad range of administrative activities 
for the CEO and Chief Medical Officer (CMO). As a representative of both the CEO and CMO 
independent judgment is required to plan, prioritize, and organize diversified workload, with 
professionalism and discretion. Continually requires demonstrated poise, tact and diplomacy to a 
diverse group of internal and external customers. 

EXPECTATION FOR ALL EMPLOYEES: 

Supports the organization's mission, vision, and values by exhibiting the following behaviors: excellence 
and competence, collaboration and teamwork, innovation, respect, caring, commitment to our 
community, and accountability and ownership. 

QUALIFICATIONS 

Proficiency in a variety of computer software applications such as word processing, spreadsheets, 
database and presentation software (i.e. Microsoft Word, Excel, PowerPoint, Outlook, Adobe Acrobat). 
Excellent communication skills with command of the English language. Must be able to demonstrate 
multi-tasking skills in a high stress environment while working with multiple managers. Must have a high 
level of interpersonal skills to handle sensitive and confidential situations. Some analytical ability is 
required in order to gather and summarize data for reports, find solutions to various administrative 
problems and prioritize work. Some scientific/academic research and data gathering ability is required in 
order to reference and summarize healthcare presentations. Work requires continual attention to detail 
in composing, typing and proofing materials, establishing priorities and meeting deadlines. Must be 
flexible 

EDUCATION AND EXPERIENCE 

Bachelors of Arts (BA) degree or equivalent number of years of related experience or equivalent 
combination of education and experience. Healthcare/science/public health related degree or 
experience is preferred. Masters level and Pre-Med candidates will be considered. 

SERVICE SPEC NETWORK OF CARE 



Strives to be the best; stretches own capabilities to continuously improve and work efficiently. Sets a 
positive example for others. Demonstrates professionalism and accountability. Follow departmental and 
clinic policies and procedures. 

SCOPE/ORGANIZATION RESPONSIBILITY 

Contacts: Typically, within own department and clinic, with diverse group of important external callers 
and visitors as well as internal contacts at all levels of the organization. 

Financial Accountability: Responsible for personal use of resources, supplies and materials; tracking 
personal spending and submitting accurate expense reports. 

Impact of Decisions: Limited to task related activities and immediate coworkers. 

Judgment: Sets priorities for own work within overall guidelines made by CEO and CMO. Manages own 
workflow in cooperation with others. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

CEO & CMO Schedule 

 Manages daily/weekly calendar and independently schedules appointments and sets up 
meetings. Includes a yearly master schedule of all standing monthly meetings. 

 Arranges complex and detailed travel plans and itineraries, compiles documents for travel 
related meetings, conference registrations, expenses. 

Patient Schedules 

 Maintains EPIC (electronic medical record) access 
 Assists CEO & CMO with patient schedule 
 Back-up support for Medical Staff Coordinator, Credentialing Specialist and Program Manager 

Presentations, speeches, grants, public relation events 

 Prepares presentations to various foundations, community organizations and governmental 
agencies for the CEO and CMO to ensure good public relations and dissemination of accurate 
information on TCC and its various programs. This includes keeping an accurate record of all 
presentations for various reports, grants, etc. 

 Obtain research documents from the web and library; search public medical and other data 
bases for scientific social science and public health research 

 Assists in updating clinical policies and procedures, researching those used by other healthcare 
institutions 

 Assists arranging for interviews of CEO and tours by potential funders, the press and other 
media agencies 

 Assist the CEO, CMO, and Chief Development and Communications Officer with grant 
submissions and reports by gathering information from other departments for their review and 
approval. 



Correspondence, Mail, Telephone, Email 

 Under direction of CEO and CMO composes correspondence on own initiative, and maintains 
files and records on all 

 Assures prompt screening and handling of all telephone requests for CEO and CMO and mail and 
responds independently when possible. 

 Checks CEO’s emails daily to ensure prompt reply on urgent issues 
 Facilitates communication between the CEO, the Board of Directors, Foundations, Community 

organizations and other community collaborations (LBACA, etc) 
 Assists CMO in keeping Clinical Policies and Procedures and NP Protocols current and approved 

annually by the Board of Directors. 
 Produces routine and special reports with accuracy, i.e. monthly provider productivity. 
 Assists all TCC providers with various tasks such as maintaining current credentials, current CV’s, 

reimbursement requests, provider privileges 
 Assists CMO with recruiting of potential medical staff by setting up interviews, letters of 

recommendation on former staff, maintaining record of submission of resident evaluation 
 Liaison with the hospital medical staff issues 
 Represents TCC at appropriate meetings, webinars, phone conferences by taking minutes as 

directed by CEO/CMO. 

Records, agendas, minutes, meetings 

 Knowledge of setting up and hosting meetings utilizing Zoom/Microsoft Teams 
 Directs preparation of records such as agenda, notices, minutes, and resolutions for corporate 

meetings, including medical staff and executive directors’ monthly meetings 
 Attends Medical Staff monthly meetings and assists CMO with planning of these meetings, 

agendas, packets, speakers, minutes, etc. 
 Prepares draft of CEO monthly board report and assists in facilitating her approval of executive 

directors’ board reports. 
 Composes and prepares confidential correspondence, reports and other complex documents. 
 Maintains TCC Insurance Policies along with Compliance department and assists other TCC 

departments with obtaining certificates for various projects/programs requirements. 
 Assists CEO and CMO with audits and other related documents 

Acts as custodian of corporate documents and records 

 Help facilitate CEO and Board approval and signatures of contracts, MOU’s, etc. 
 Legal communications – coordinates correspondence with legal council as needed. 

Other Duties 

 Responsible for special projects as directed, i.e. Project Manager on grant projects 
 Electronic Medical Record (EMR) proficiency and ability to pull data 
 Other duties as assigned 

 



WORKING CONDITIONS 

Normal, shared workspace office environment where there is no physical discomfort cue to 
temperature, dust, noise and the like. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

TCC Family Health is an equal opportunity employer committed to a diverse and inclusive workforce. 
Applicants will receive consideration for employment without regard to race, color, religion, sex 
(including pregnancy), age, sexual orientation, national origin, marital status, parental status, 
ancestry, disability, gender identity, veteran status, genetic information, other distinguishing 
characteristics of diversity and inclusion, or any other protected status. 

External hires must pass a background check/drug screen. Qualified applicants with arrest and/or 
conviction records will be considered for employment in a manner consistent with federal and state 
laws, as well as applicable local ordinances, including but not limited to the Los Angeles Fair Chance 
Ordinances. 

 


