
    

 
          

Common Ground Health 

Job Posting 

                                                                                                                                                                                                        

Position Title:  Administrative Assistant  

Department: Operations 

Reports To:  Office Manager 

Status: Full-Time, Non-Exempt 

Manages Others: no 

Posting date: December 8, 2017 

 

Organizational setting:   

Founded in 1974, Common Ground Health is one of the nation’s oldest and most effective regional health 

planning organizations. Located in Rochester’s Neighborhood of the Arts, the nonprofit serves the nine-

county Finger Lakes region. We bring together leaders from health care, education, business, government 

and other sectors to find common ground on health challenges. Using the region's most comprehensive 

health data, together we hammer out strategies for better care, smarter spending and healthier people. 

Through all of these activities, Common Ground Health seeks to promote population health improvement 

and reduce health care disparities in the Finger Lakes region. 

 

General Purpose:   

The Administrative Assistant performs a variety of routine clerical, reception and office support functions.  

This role also provides administrative support to the Operations team.  The Administrative Assistant is a 

member of the agency’s administrative team and works in partnership with other agency administrative 

employees to ensure efficient operations and cooperation within departments. The Office Manager will 

provide direction to the Administrative Assistant on a regular basis regarding administrative support and 

special projects as well as provide training on agency processes and equipment. The Administrative 

Assistant will demonstrate a commitment to the mission, vision, and values of Common Ground Health.  

 

Duties and Responsibilities Include: 

 Greet, assist and direct all visitors to the agency 

 Answer and route telephone calls, voice mail messages to appropriate personnel 

 Maintain general office tidiness –conference rooms, reception desk, mail/supply room and waiting 

area 

 Prepare print materials for meetings, conference room set up/clean up for meetings (technology, 

seating, food and beverage, etc.) 

 Book meetings and appointments, calendar management, coordinate meeting logistics 

 Coordinate and organize agency activities and functions 

 Provide support to the Executive Assistant in preparation for all board related meetings, All Staff 

meeting, other meetings as necessary 

 Primary point of contact for managing changes/updates in Salesforce (agency’s contact 

management database)  

 Process all incoming and outgoing agency mail, log all incoming revenue 

 Process purchase orders and check requests as required 

 Assist in ordering, stocking and distributing office supplies 

 Assist in resolving problems and obtaining service as needed for building needs and office 

equipment  

 Provide assistance with special projects and event support as needed 

 Serve as backup support to Executive Assistant and Administrative Assistant due to vacation 

and/or illness 

 

Competencies: 

 Must be extremely organized and proactive with the ability to efficiently plan, organize and 

coordinate a variety of activities in a fast-paced environment.  

 Must have excellent verbal and written communication skills. 



    

 Must have excellent interpersonal skills and the ability to demonstrate initiative and integrity. 

 Must be a self-starter who proactively anticipates the program’s administrative needs. 

 Must be able to build positive relationships with people from a broad spectrum of disciplines. 

 Must have effective problem-solving, analytical skills, and attention to detail that supports and 

enables sound decision making.  

 Must demonstrate competence working with diverse communities. 

 Must be willing to work in a team-oriented collaborative environment. 

 Must be proficient with technology and adopting new systems. 

 Must demonstrate flexibility and adaptability during times of change. 

 

Minimum Qualifications: 

 Associates or Bachelor’s Degree preferred; High School Diploma required. 

 3+ years of experience supporting more than one professional preferably in human and/or health 

services.  

 Proficiency in Microsoft office products (Word, Outlook, Excel and PowerPoint).   

 Must be able to work flexible hours as needed for meetings and events, such as early mornings or 

evenings. 

 Holds an active New York State Driver’s License and has available transportation to travel locally as 

needed for agency business. 

 

Physical Requirements: 

 Ability and willingness to travel locally, as needed.  Sits for long periods.  Works long hours on a 

computer.  Uses a keyboard.  Reads printed materials or from a computer monitor. 

 Occasionally required to climb or balance; and stoop, kneel, crouch or crawl. Must frequently lift 

and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  

 In support of the Americans with Disabilities Act, this job description lists only those requirements 

and qualifications deemed essential to the position. 

 

We are an Equal Opportunity Employer. We offer competitive salaries and a wide range of benefits such 

as: medical, dental and vision insurance; a generous time off package along with paid holidays; a 403(b) 

retirement plan with an employer contribution, employer paid benefits such as life insurance, short and 

long-term disability and a flexible and friendly work environment. 

 

Please send resume and cover letter to: 

employment@commongroundhealth.org 
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