Executive Assistant – Full Time Position
DPS Health  www.dpshealth.com
1539 Sawtelle Boulevard, Suite 10
Los Angeles CA 90025
Performs administrative duties for executive management team. Responsibilities include coordinating work flow, screening calls, making travel and meeting arrangements, preparing reports and customer relations.  Requires strong computer and internet skills.  Also calls for flexibility, excellent interpersonal skills, project coordination experience, and the ability to work well with all levels of internal management and staff, as well as outside clients and vendors.  

Priorities
·         Relieve management of administrative details; Handle administrative detail for projects
·         Help keep projects on schedule; Coordinate work flow 
·         Update and chase delegated tasks to ensure progress to deadlines 
·         Maintain procedure manual to ensure consistent performance of routines 

Appointments/Meetings
·         Maintain calendar; ascertain which events require boss’s presence
·         Take part in selected administrative meetings to assure administrative follow-through 
·         Fix commitments to maximize boss’s time efficiency 
·         For appropriate meetings act as recording secretary, prepare action minutes

Routines
·         Update secretarial/clerical desk manual 
·         Set up "tickler" system 
·         Set up "exception reporting" system to handle routines without supervision 
·         Routinely re-order company supplies 


Communication
·         Compose correspondence/reports for own or manager’s signature 
·         Check deadlines on incoming requests and put preliminary work in play 
·         Process replies on own initiative or from boss’s notes 
·         Research, draft or abstract reports 

Phone
·         Serve as first responder to incoming company calls
·         Handle all inquiries within individual’s capacity
·         Arrange "callbacks" to protect boss’s time 
·         Provide back-up materials for callbacks 
·         Do phone surveys/inquiries as needed 
Travel
·         Arrange travel through outside agents; prepare itinerary, trip file and supplies 
·         Complete expense reports after trip
Confidentiality
·         Assure discreet handling of all business
Technical
·         Good working knowledge of Microsoft Office, Word, Power Point and Excel
·         Able to use various Web Browsers such as Internet Explorer, Firefox
·         Experience working on a computer running Windows and MAC a plus

Salary will be commensurate to experience (range expected to be $12-15 per hour)

Send resume to HR@dpshealth.com
