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HUMAN RESOURCES JOB DESCRIPTION / Administration
SUBJECT: Executive Administrative Assistant to the CEO                                 HRJD.001



JOB DESCRIPTION
Executive Assistant to the CEO
Department:   Administration
Reports to:     Chief Executive Officer (CEO)
STATEMENT OF PURPOSE
Provides administrative and secretarial support to Chief Executive Officer.  Maintains schedule of CEO and organizes various Board and Management Meetings as well as company sponsored events. Maintains strict confidentiality of company business.

MAJOR TASKS, DUTIES AND RESPONSIBILITIES

· Manage correspondence and communication directed to and from the CEO and Administration.
· Coordinate all meetings with the CEO to include agendas, arrangements and follow up communications.

· Research, analyze and format all information requests.
· Record keeper for various hospital functions. 

· Serve as liaison with various constituencies.  

· Collect, analyze, report and follow up on all organizational contracts. 

· Answer, refer and coordinate requests of the organization.
· Lead administrative contact of merger transaction.

· All other duties as assigned.

The above statement reflects the general duties and principal functions of the job.  These shall not be considered a detailed description of all the work requirements that may be inherent in the position.

Education: College degree required, Master’s Degree preferred
Experience: 
· Relevant experience  advantageous
· Requires advanced Microsoft Office Software skills
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