Katahdin Valley Health Center

]ob Title: ExecutiveAssistant

Full Time - Salaried M-F 8AM-5PM

Status: Hours:

Location: Faten

KatahdinValley HealthCenter(KVHC) is now hiring a ExecutiveAssistantfor our Pattenocation. The
ExecutiveAssistants responsibldor providing personabdministrativesupportto the CEO, Boardof
Directorsandothermanagemergtaff astime allows. The ExecutiveAssistanfperformsa variety of complex,
confidentialsecretariahndadministrativedutiesrequiringa thoroughknowledgeof organizationaprocedures
andprecedents. The personin thisrole is alsoresponsibldor recordingandmaintainingall minutesfor all
committee poard,andstaff meetings.

Minimum Requirements:

. High Schoolgraduateor equivalentequired.

. Businesgoursesanda working knowledgeof computermndbusines®ffice machines.

. KnowledgeandExperienceof Microsoft Office systemawith the ability to learnnewsoftwareapplications.
. Visibility of work requiresattentionto detail,excellentorganizationaskills, anddiscretionwith confidentialinformation.
. Able to verballyandfluently communicatén Englishusingcorrectgrammar.

. Six monthsto oneyearworking experiencen a serviceorientedbusines®ffice setting.

. Mustbeableto work independentlyn ateamsettingandto reactto changegproductively.

. Musthaveexcellentinterpersonaskills andproblemsolvingskills.

. Mustpossess cleancriminalandDHHS background.

10. Must possesshe ability andmeango travelbetweerclinics asneeded.

11.Valid Stateof Maine Driver's licenseandability to beinsuredby KVHC's vehicleinsurancecarrier.
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Benefits:

KVHC Pays80% of the Healthinsurancd’remiumfor the salariedemployeeand70% of the dependent
coverage.Vision andDentallnsuranceDentallnsurancebenefitfor theemployeeandfamily at no premium
costto theemployee.Accrued3 weeksof paidvacationyearoneandaccrued4 weeksof paidvacationeach
yearafter. Accruedupto 40 hoursof PaidTime Off (PTO)yearoneandaccruedup to 88 hoursof PTO
annuallythereafter.ShorttermandLong Termdisability premiumpaidat 100%by KVHC. Two timesthe
salariedemployee'sannualsalaryin aLife Insurancebenefitat no costto theemployee.TenpaidHolidays
annually. Educatiorreimbursemenppportunitiesavailable. 401k planavailableafteroneyearof service.

To apply for this position, please click on the
“Apply Now” button on the Job Opportunities page.
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3.  Knowledge and Experience of Microsoft Office systems with the ability to learn new software applications.
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