Odyssey HealthCare, Inc.
                                                                                        Job Description

REGIONAL EXECUTIVE ASSISTANT


TITLE:

Regional Executive Assistant

REPORTS TO:
Regional Vice President 




FLSA:  Exempt

JOB SUMMARY

Perform administrative functions and assist with the coordination of office activities under the supervision of the RVP. Maintain the paper flow of clerical functions in the office.   Manage related expenditures in a fiscally responsible manner in accordance with the Company’s budget.  Travel as necessary.

QUALIFICATIONS

1. High school diploma or equivalent with at least 2 years prior experience in an office setting.  Upper level management assistance preferred.

2. Excellent customer service skills and professional public presentation skills, including telephone etiquette.

3. Experience handling meeting preparation and coordination.

4. Attention to detail and ability to problem solve.

5. Proficient in basic PC skills. Microsoft Word, Excel and Power Point preferred.

6. Professional public presentation skills, including telephone etiquette.

7. Ability to work in a fast paced environment and able to meet specific deadlines.

8. Interpersonal skills that promote interdisciplinary collaboration and effective communication.

9. Satisfactory references from employers and/or professional peers.

10. Satisfactory criminal background check.

11. Self-directed with the ability to work with little supervision.

12. Physical exam in accordance with state law requirements.

13. Flexible and cooperative in fulfilling all obligations.

14. Good organizational skills.

RESPONSIBILITIES

1. Coordinate travel, meetings and food services arrangements for executive management as needed.

2. Answer telephone inquiries and channel them appropriately.

3. Prepare reports, sales binders and support materials as needed.

4. Handle all correspondence and word processing for designated executive staff.

5. Arranges for staff members to attend meetings and conferences as needed.

6. Serve as communication liaison between General Managers and Regional Vice President.

7. Keep manuals up-to-date at all times.

8. Assist other administrative staff with special projects.

9. Maintain minutes of meetings.

10. Coordinate and maintain executive calendars.

11. Maintain administrative and clerical files.

12. Participate in staff meetings, department meetings, team meetings, briefings, in-services, committees and other related activities as needed.

13. Meet or exceed delivery of Company Service Standards in a consistent fashion.

14. Conduct all business activities in a professional and ethical manner.

15. Have FUN!
The above statements are intended to be a representative summary of the major duties and  responsibilities performed by incumbents of this job.  The incumbents will be requested to perform job-related tasks other than those stated in this description.

WORKING CONDITIONS
General office, travel by automobile and occasionally by airplane.

PHYSICAL DEMANDS

While performing the duties of this job, the employee is regularly required to sit, stand, walk, reach with hands and arms, twist and occasionally stoop, kneel, crouch or crawl. Regularly required to talk or hear.  Specific vision abilities include close, peripheral depth perception, and ability to adjust focus.

1. In an eight (8) hour work day:

a.
sit


0     1     2      3      4     5    (6)    7     8     hours

b.
stand


0    (1)    2      3      4     5     6     7     8     hours

c.
walk


0    (1)    2      3      4     5     6     7     8     hours

2.  Job requires:

	
	0%

None
	1-33%

Occasionally
	34-66%

Frequently
	67-100%

Continuously

	a. squatting
	
	X
	
	

	b.  bending
	
	X
	
	

	c. kneeling
	
	X
	
	

	d. reaching
	
	X
	
	

	e. twisting
	
	X
	
	

	f. crawling
	
	X
	
	

	g. climbing
	
	X
	
	

	h. walking on rough ground
	
	X
	
	

	i. exposure to change of                   

   temperature or humidity         
	X
	
	
	

	j. exposure to dust, fumes or gases
	X
	
	
	

	k. being near moving equipment
	X
	
	
	

	l. working from heights
	X
	
	
	


3.
Job requires employee to lift/carry:

	
	0%

None
	1-33%

Occasionally
	34-66%

Frequently
	67-100%

Continuously

	a. 0-10 lbs.
	
	
	X
	

	b. 11-24 lbs.
	
	X
	
	

	c. 25-34 lbs.
	
	X
	
	

	d. 35-50 lbs.
	X
	
	
	

	e. 51-74 lbs.
	X
	
	
	

	f. 75-100 lbs.
	X
	
	
	

	g. 100+ lbs.
	X
	
	
	


4. Job requires employee to push/pull:

	
	0%

None
	1-33%

Occasionally
	34-66%

Frequently
	67-100%

Continuously

	a. 0-10 lbs.
	
	X
	
	

	b. 11-24 lbs.
	
	X
	
	

	c. 25-34 lbs.
	
	X
	
	

	d. 35-50 lbs.
	X
	
	
	

	e. 51-74 lbs.
	X
	
	
	

	f. 75-100 lbs.
	X
	
	
	

	g. 100+ lbs.
	X
	
	
	


5. Other aspects and demands of the job not listed above:

CONTINUING EDUCATION REQUIREMENTS

Employee is expected to participate in appropriate continuing education as may be requested and/or required by their immediate supervisor.  In addition, employee is expected to accept personal responsibility for other educational activities to enhance job-related skills and abilities.  Employee must attend mandatory education programs.

I have read and I understand my job description including all responsibilities and accountabilities.  I accept the responsibility this position represents and am committed to the continued success of the Odyssey team.

Signed____________________________________________  Date__________________________

Print Name ________________________________________ Region ________________________
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