
 

 

 

POSITION DESCRIPTION 
 

TITLE:    Administrative Assistant 
REPORTS TO:              Executive Director 
LOCATION:  Anav Tribal Health Clinic  
SALARY:  Negotiable, depending on experience 
CLASSIFICATION:  Full Time 
 
SUMMARY:  This position is responsible for assisting the Executive Director in all aspects of administrative 
management of the Anav Tribal Health Clinic.  
 

DUTIES AND RESPONSIBILITIES: 
  
1. Utilizes high level communication skills with department management and across other programs as 

needed to ensure that all projects, initiatives, directives or other related work is completed in a timely and 
complete manner as directed by the Executive Director;  

2. Assists with directory maintenance, logistics, equipment inventory and storage 
3. Filing and organizing materials in the general files area and electronic files storage; 
4. Prepare and mail US/UPS/Fed Ex packages; 
5. Procure supplies and services; 
6. Prepare business correspondence;  
7. May assist with bookkeeping/accounting functions as appropriate; 
8. Assist with administrative functions related to staff travel and training; 
9. Assist with the formulation and organization of policies and procedures as needed to meet the goals and 

objectives of the ATHC;  
10. Assist Executive Director in developing and instituting methods for quality control and accuracy in business 

office record keeping and other databases; 
11. Responds to priority incoming telephone calls, greets non-clinical ATHC visitors, and answers questions or 

refers to appropriate ATHC staff when needed.  
12. Reports regularly to the Executive Director concerning the status of grants, assignments, duties, projects 

and functions of the various programs and activities; assists in establishing program objectives and meeting 
deadlines; 

13. Coordinates and makes arrangements for meetings and conference calls and  assembles relevant 
background materials;  

14. Prepare meeting minutes, meeting notes and internal support materials;   
15. May be called upon to assist with special projects and assume responsibility for the development, 

administration, and promotion of specific projects;  
16. Perform other duties as assigned.  

 
 

KNOWLEDGE, SKILLS AND ABILITIES: 
1. Excellent customer service skills. 
2. Excellent time management, professionalism, problem-solving, and critical thinking skills. 
3. Superior organizational skills and accuracy. 
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4. Demonstrated ability to communicate effectively with peers and superiors both written and orally; to speak 
in front of groups and to effectively communicate through written policy and procedures, email, memoranda, 
and training materials.  

5. Ability to maintain a professional attitude and appearance at all times. 
6. Demonstrates the ability to understand and follow oral and written instructions.  
7. Ability to develop and maintain detailed record keeping systems. 
8. Strong office skills including tele-communications, typing, telephone, filing, copiers, Microsoft Office 

components (Word, Excel, Power Point, and Outlook), etc. 
9. Ability to work effectively and efficiently under pressure and prioritize multiple projects.  
10. Knowledge of HIPAA and privacy regulations and how it applies to the workplace.  
11. Ability to establish and maintain effective relationships, coordinate activities among departments within the 

Tribe and groups outside the Tribe.  
12. Skilled in problem solving and conflict resolution. 
13. Must have proficient math skills.  
 
REQUIREMENTS: 
1. High school diploma or equivalency. 
2. AA degree in business, accounting, office operations or related fields; substantive experience may be 

substituted for education requirement. 
3. Must be familiar with business office concepts, computer software, accounting techniques, and professional 

administrative skills. 
4. Valid driver’s license, good driving record, and be insurable by the Tribe’s insurance carrier. 
5. Must adhere to strict confidentiality and HIPAA policies. 
6. Shall attend all required meetings and functions as requested.  
7. Shall be readily available for local and out of the area travel as required for job related training. 
8. Shall participate in trainings that are available and pertinent to the job. 
9. Ability to successfully pass a pre-employment drug and alcohol screening test and criminal background 

check. 
 
Indian Preference: 
In accordance with CFR 25, Part 276 and in accordance with Title VII of the Civil Rights Act, Section 701(b) and 
703(i), preference in filling all vacancies will be given to qualified American Indian candidates. 
 
 
Approved:  __________________________________________       _________________ 
  Health Board Representative                                                Date 
 
 
To apply, submit application and resume to:  QVIR/Anav Tribal Health Clinic, 9024 Sniktaw Lane, Fort 
Jones, CA  96032.  Fax:  (530) 468-4478.  Applications may be obtained by contacting:  Health Administration 
(530) 468-4470  
 
Acknowledgement:   
 
I acknowledge that I have read and understand the attached job description.  My signature below certifies that I 
am able to perform the essential duties and responsibilities of this position.  I have also discussed any 
accommodations that I feel that I might need to allow me to perform these functions.  I agree to abide by all 
administrative, medical policies and protocols of the Health Clinic.   
 
 
 
 ___________________________________________________      _________________ 
Signature        Date 
 
 
 
___________________________________________________ 
Print Name 


