Administrative Assistant - Michigan Health Connect
Schedule: M-F, 8:00am - 5:00pm 
Location: Grand Rapids area
Michigan Health Connect, a non-profit health information exchange organization based in Grand Rapids, is seeking an experienced, motivated, and creative Administrative Assistant for its team.  Michigan Health Connect is the largest HIE in the state of Michigan.  To learn more about the exciting things that MHC is doing for healthcare across the state, visit   www.michiganhealthconnect.org
Job Summary:  The Administrative Assistant is responsible for directing and maintaining accountability for general office operations in support of the MHC organization. This individual will report to and provide direct administrative support for the Executive Director through the appropriate use of software and/or other tools. They must exhibit initiative and knowledge to assure office operations carry on in the usual manner in management’s absence.

Job Requirements/Education & Qualifications: 
· Associate’s degree with specific course work in office administration/secretarial science or equivalent level of education and experience. 
· Minimum 5 years secretarial/computer experience.
· Background in healthcare, health information exchange, and/or information technology preferred. 

The ideal candidate will also have the following qualifications and experience:  

· Ability to type 50 words per minute.
· Utilizes the appropriate software application to maximize efficiency and effectiveness of office workload. 
· Greets and communicates in a manner consistent with caring and respect, and follows established policies for confidentiality. Answers telephone, takes messages, welcomes visitors and provides/relays information in a manner consistent with hospitality standards. Uses problem solving and marketing skills to communicate in a position of high visibility. 
· Composes documents and independently formats, types and proofreads correspondence, memos, reports, charts, statistics, meeting minutes, newsletters, etc. 
· Performs/coordinates basic office duties such as sorting/distributing mail, copying, filing, faxing, completing forms, and ordering/maintaining equipment/supplies. 
· Maintains schedule/daily calendar for Executive Director/rooms/equipment, as appropriate, making independent judgments regarding priorities/rescheduling and initiating communication and activities in order to ensure an efficient calendar of events. 
· Arranges for meetings and makes travel arrangements as needed. Exhibits initiative and knowledge to assure operations carry on in the usual manner in management’s absence.
· Collects, compiles and prepares data for analysis and develops systems that facilitate tracking of data.
· Independently maintains accountability for completion of assigned projects. 
· Actively participates in safety initiatives and risk mitigating measures where appropriate and completes all position and unit safety related competencies and requirements on a timely basis. 
· Performs other duties as assigned.
The ideal candidate will also have:
· Excellent written and verbal communication skills 
· Excellent analytical, time management, problem solving, and organizational skills
· Competency in the use of a variety of office software systems, including Microsoft Office
· Manage multiple projects and requests simultaneously with minimal direction. 
· Work effectively and efficiently under tight deadlines, high volumes and multiple interruptions.
· Be self directed
· Successfully work in a free-flowing, rapidly changing environment with multiple and evolving priorities.
· Turn ambiguity into meaningful action.
Physical Demands / Work Environment 
· The employee frequently is required to use hands to finger, handle, or feel and reach with hands and arms. 
· Must be independently mobile. 
· Must occasionally bend, lift, pull and push up to 25 pounds. 
· The noise level work environment is usually moderate. 
· Normal office environment.
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