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The Wallace Medical Concern




Position Title:
Executive Assistant and Human Resources Specialist
 

Starting Salary Range:  $15.00 - $17.00 per hour dependent upon qualifications and experience.  

Benefits:
 Excellent benefit package including medical, vision and dental insurance, a generous vacation package, 401k, Flex Spending Account and Employee Assistance Program.  

 

Status/Hours:
 30-40 hours per week
 

Reports to:

Executive Director
We are looking for a proactive professional who enjoys working in a fast-paced environment with diverse clients and colleagues, is a quick thinker, solution focused, enjoys managing small projects and is interested in professional growth. If you are ready to learn new systems, strive towards constant quality improvement, and join a multicultural team of mission driven individuals who care deeply about our community’s health, please consider applying to The Wallace Medical Concern.

BACKGROUND

The Wallace Medical Concern was founded on the belief that everyone deserves quality health care.  We have a 29-year record providing patient-focused, innovative services to low-income families in the Portland area who are un- or underinsured and have difficulty accessing care.  (Approximately, 4,800 patients last year)  Our urgent care capacity is the result of attracting and maintaining volunteer medical professionals, our innovative partnerships and our Medical Director. Our multi-lingual staff works to ensure our care is culturally sensitive.  Our clinics are open at strategic varied neighborhood based locations.  And we offer evening hours for working people. Our WMC team includes highly qualified professionals with experience in public health, health administration, and clinical services.  

When you join The Wallace Medical Concern, you join a dynamic and highly collaborative team of staff and 300+ volunteers who are committed to making a positive impact in people’s lives.  At WMC: 

· We have a passion for the under-served 

· We provide the best quality service

· We value our employees and volunteers 

· We are sustainable as an organization

The Wallace Medical Concern is committed to equal employment opportunities and diversity in our workplace.   

JOB DUTIES AND RESPONSIBILTIES 

Executive Assistant
· Support executive director communication. Draft correspondence and make phone calls on behalf of the executive director.
· Provide board and committee support. Schedule meetings; prepare meeting minutes and materials prior to and after board meetings; assist executive director with other meeting preparation as needed.
· Manage executive director’s calendar. Schedule internal and external meetings, coordinate travel, event/conference registration.

· Coordinate meetings with internal and external stake-holders. Reserve meeting space, room set-up and clean-up, order and set up refreshments, brief participants, prepare documents.
· Assist with high-level special events and meetings as needed. 

· Support the executive director using good judgment, discretion, and a positive attitude.
HR Specialist
· Participate in building effective teams by playing a key role in hiring process.
· Ensure staff are appropriately licensed, credentialed and privileged.
· Support employment, benefits and compensation by making recommendations to Executive team.
· Train and advise staff on HR policies and procedures.

· Coordinate on-boarding of new hires. 
· Maintain personnel records and HR files.
Wallace Team Member

· Update policies and procedures as needed.
· Maintain strict patient, staff and organization confidentiality.
· Work as member of the administrative team.
· Provide excellent customer services to Wallace stakeholders.
· Maintain positive working relationship with all staff in all departments.
· Perform other duties as assigned.
QUALIFICATIONS, SKILLS AND ABILITIES 

· Bachelor’s degree (completed or in progress) 

· Microsoft Office Work and Excel experience required. Microsoft Outlook, Visio and Access preferred
· Excellent interpersonal, verbal, written and customer service skills

· Experience in project management preferred

· Commitment to teamwork and ability to work with people of diverse ethnic, social, economic, and cultural backgrounds

· Excellent organizational skills and ability to prioritize the work independently

· Attention to detail

· Ability to maintain strict confidentiality required

WORKING CONDITIONS

Duties are performed primarily in an office and clinic environment.  Some evening or weekend hours may be required.  

PHYSICAL REQUIREMENTS

Ability to work in a fast-paced environment. Requires ability to sit, stand, lift, carry, walk, read fine print, and communicate in person, in writing, by telephone and electronically.

TO APPLY

Please send complete applications by August 10, 2012 to

Email:

jobs@wallacemedical.org 

Fax:  

503.489.1763 attn: Tanja
Mail: 

124 NE 181st Suite 103, Portland, OR  97230

Complete applications must include a resume and cover letter addressing why you are an excellent candidate for this position.


