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Capital Area Health Network

Position: Administrative Assistant
Department: Outreach/DART
Reports To: Program Manager
Administrative Assistant will perform a variety of administrative and clerical duties necessary to run DART program efficiently.  Will help co-facilitate intervention sessions, as well as follow-up activities with those in the community.  This position will serve as a communication link between the communities served and CAHN, regarding health care needs.

Primary Duties and Responsibilities
· Will plan and schedule meetings and appointments; organize and maintain paper and electronic files; manage projects; conduct research
· Disseminate information by using the telephone, mail services, Web sites, and e-mail
· Will serve as information and communication managers for the DART program
· Initiate outreach to the target population using telephone, visits in the community and other marketing strategies
· Establish and develop working relationships with internal as well as external clients.
· Conduct outreach to individuals in the community to inform and assist with access to CAHN services, health education, and other initiatives as needed
· Promote CAHN health care and community services

· Set-up and attend health fairs and other community events as required.
· Maintain accurate and current records.

· Assist in production of required data collection reports

· Attend staff weekly/monthly meeting are required

· Other duties as assigned.
Qualifications
· High school diploma or GED and six months related experience and/or training; or equivalent combination of education and experience.
· Strong Computer skills
· Demonstrates knowledge, skills, and abilities relating to Microsoft Office

· Ability to walk or stand for extended periods of time.

· Ability to connect with target population and comfortable with public speaking.
· Excellent record keeping and organizational skills

· Excellent oral and written communication

· Self motivated and enthusiastic team player
· Ability to work flexible hours including some evening and/or weekends

· Sensitive to confidentiality and diversity

· Willingness and ability to learn and teach
