
Katahdin Valley Health Center
Job Title: ___________________________________________
Status: _____________________ Hours: __________________
Location: ___________________________________________

Role: 

Minimum Requirements:

Bene�ts:

To apply for this position, please click on the
“Apply Now” button on the Job Opportunities page. 


	Job Title: Executive Assistant
	Status: Full Time - Salaried
	Hours: M-F 8AM-5PM
	Location: Patten
	Text1: Katahdin Valley Health Center (KVHC) is now hiring a Executive Assistant for our Patten location.  The Executive Assistant is responsible for providing personal administrative support to the CEO, Board of Directors and other management staff as time allows.  The Executive Assistant performs a variety of complex, confidential secretarial and administrative duties requiring a thorough knowledge of organizational procedures and precedents.   The person in this role is also responsible for recording and maintaining all minutes for all committee, board, and staff meetings.
	sf: 1.  High School graduate or equivalent required.
2.  Business courses and a working knowledge of computer and business office machines.  
3.  Knowledge and Experience of Microsoft Office systems with the ability to learn new software applications.
4.  Visibility of work requires attention to detail, excellent organizational skills, and discretion with confidential information.
5.  Able to verbally and fluently communicate in English using correct grammar.
6.  Six months to one year working experience in a service oriented business office setting.
7.  Must be able to work independently in a team setting and to react to change productively.
8.  Must have excellent interpersonal skills and problem solving skills.
9.  Must possess a clean criminal and DHHS background.
10. Must possess the ability and means to travel between clinics as needed.
11. Valid State of Maine Driver’s license and ability to be insured by KVHC’s vehicle insurance carrier.


	fdsa: KVHC Pays 80% of the Health Insurance Premium for the salaried employee and 70% of the dependent coverage.  Vision and Dental Insurance. Dental Insurance benefit for the employee and family at no premium cost to the employee.  Accrued 3 weeks of paid vacation year one and accrued 4 weeks of paid vacation each year after.  Accrued up to 40 hours of Paid Time Off (PTO) year one and accrued up to 88 hours of PTO annually thereafter.  Short term and Long Term disability premium paid at 100% by KVHC.  Two times the salaried employee's annual salary in a Life Insurance benefit at no cost to the employee.  Ten paid Holidays annually.  Education reimbursement opportunities available.  401k plan available after one year of service.   


