
Executive Assistant 
Job Description 

 
 

 
Position Title: Executive Assistant  
Reports to:  Chief Operations Officer 
Job Status:  Full-Time 
FLSA Status:  Non-Exempt 
Positions Supervised:  None 
 

Position Summary:  The Executive Assistant provides high-level administrative support to 
Senior Officers, ensuring efficient operations, strong communication flow, and proactive 
coordination of daily activities.  This role requires exceptional organization, professionalism, 
discretion, and the ability to anticipate needs in a fast-paced environment. 

Essential Functions: 
To accomplish this job successfully, an individual must be able to perform, with or without 
reasonable accommodation, each essential function satisfactorily. Reasonable accommodations 
may be made to help enable qualified individuals with disabilities to perform the essential 
functions. 

• Calendar & Scheduling Management - Coordinate complex calendars, schedule 
meetings, manage appointments, and ensure leaders are prepared for daily 
commitments. 

• Communication Support - Draft, edit, and prepare professional correspondence, 
announcements, presentations, and reports. 

• Meeting Coordination - Organize meetings, prepare agendas, take minutes, and track 
follow-up items to completion. 

• Project & Task Management - Support organizational projects, track deadlines, and 
assist with implementation of initiatives. 

• Confidential Information Handling - Manage sensitive information with the highest level 
of discretion and professionalism. 

• Operational Support - Assist with onboarding, maintain files and records, manage office 
supplies, and support daily operational needs. 

• Relationship Management - Serve as a professional point of contact for internal staff, 
external partners, and community stakeholders. 

• Process Improvement - Identify opportunities to streamline workflows and enhance 
administrative efficiency. 

Competencies: 

• Accuracy – Ability to perform work accurately and thoroughly. 
• Communication – Ability to communicate effectively verbally and in writing. 
• Computer Skills – Proficient ability to use a computer and electronic medical record. 

 



• Confidentiality – Maintain patient, team member and employer confidentiality. Comply 
with all HIPAA regulations. 

• Customer Service Oriented – Friendly, cheerful and helpful to patients and others. Ability 
to meet patients and others needs while following office policies and procedures. 

• Detail Oriented – Ability to pay attention to the minute details of a project or task. 
• Flexibility – Ability to adapt easily to changing conditions and work responsibilities. 
• Multi Task - Ability to handle more than one task at the same time. 
• Positivity – Display a positive attitude and is a positive agent for change. 
• Teamwork – Work as part of a team and collaborate with co-workers. 
• Working Under Pressure – Ability to complete assigned tasks under stressful situations. 

Education and Experience: 

• High school diploma or equivalent required 
• Experience as an Executive Assistant, Administrative Assistant, or similar role 
• Strong written and verbal communication skills 
• Excellent organizational and time-management abilities 
• Proficiency in Microsoft Office Suite and other administrative software 
• Ability to work independently, prioritize tasks, and manage multiple deadlines 
• High level of professionalism, discretion, and interpersonal skills 
• Strong problem-solving abilities and attention to detail 

Certification and Licensure: 

• None required 

Work Environment: 

• Environmentally controlled medical office environment. 
• Fast paced environment with occasional high pressure or emergent situations. 
• Frequent interaction with a diverse population including team members, providers, 

patients, insurance companies and other members of the public. 

Physical Demands: 

• Frequent sitting, writing, typing, grasping and speaking. 
• Occasional standing, walking, reaching, bending, stooping, lifting and carrying. 
• Lifting, carrying, pushing and pulling up to 25 pounds. 
• Frequent use of computer, keyboard, copy and fax machine and phone. 

CHP has reviewed this job description to ensure that essential functions and basic duties have been included. It is 
intended to provide guidelines for job expectations and the team member's ability to perform the position described. It 
is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional 
functions and requirements may be assigned by supervisors, managers, directors or officers as deemed appropriate. 
This document does not represent a contract of employment, and CHP reserves the right to change this job 
description and/or assign tasks for the team member to perform, as CHP may deem appropriate.  
 

 
Team Member Signature:         Date:      
 

Revision Dates:  7/2026 


