
Chicago Family Health Center 

Job Description 

Executive Assistant  

THE ORGANIZATION 

Chicago Family Health Center (CFHC), founded in 1977, is a Federally Qualified Health Center providing 
quality primary care, oral health, behavioral health and social support programs to medically 
underserved and uninsured residents living in far south and southeast parts of Chicago in Cook County, 
Illinois. With a total population of 379,195, the CFHC primary service area comprises eleven Chicago 
Community Areas including South Chicago, Roseland, Pullman, South Deering, East Side, West Pullman, 
Riverdale, Auburn Gresham, Chicago Lawn, West Lawn, and West Englewood. In 2012, CFHC provided 
comprehensive primary medical, dental and behavioral health care to 29,000 patients through 111,000 
visits. CFHC health services are accessible and utilized primarily by African American and Hispanic 
populations, indicative of CFHC staff experience with the cultural and linguistic characteristics of our 
patients and the communities where they live. Cultural sensitivity, competency, and diversity training 
are essential for CFHC staff and inform our efforts to provide accessible healthcare to every patient. 

POSITION DESCRIPTION 

The Executive Assistant provides confidential administrative support for and reports directly to the Chief 
Executive Officer and Chief Operating Officer.  The ideal candidate is a high level Administrative 
Assistant with minimum of 5 years experience providing support to the Chief Executive Officer, Chief 
Operating Officer, Board of Directors, and Executive team.  This exceptional professional coordinates 
Board communications/activities, plans & implements a variety of meetings, and completes various ad 
hoc projects for senior management.  

ESSENTIAL FUNCTIONS 

 Represent the CEO, COO and organization in a professional, timely, accurate and confidential 
manner that presents a positive image 

 Schedule all CEO and COO activities, meetings and travel including flights, hotels, car rental, 
reservations, and event registration 

 Schedule both internal and external meetings including but not limited to board meetings, 
internal staff meetings, and meetings with business partners 

 Coordinate all logistics and hospitality needs for meetings including but not limited to reserving 
rooms; set up and breakdown of furniture, teleconference and computer equipment; order and 
set up food and beverages; and prepare and distribute pertinent meeting materials (i.e. agenda, 
resource materials, etc.) 

 Attend meetings as required and provide verbal or written analysis/minutes as required 

 Assemble confidential and sensitive information and maintain the utmost professionalism when 
interacting with outside partners, vendors, and professionals  

 Oversee external and internal communications including the composition and editing of 
correspondence and a variety of other written material  



 Manage communications, typing, copying, filing, managing incoming and outgoing 
communications and mail 

 Answer, facilitate, and respond to heavy telephone and email traffic 

 Prioritize and organize a diversified workload with the ability to complete projects in a timely 
manner  

 Oversee and maintain administrative office supply inventory and order office supplies through 
electronic purchasing system  

 Track travel expenses, reconcile monthly credit card statements and reimbursement requests 

 Other duties as assigned 
 
 

Mandatory Job Qualifications 

MINIMUM REQUIREMENTS 
 

 5 years experience providing support to the Chief Executive Officer, Chief Operating Officer, 
Board of Directors, and Executive team with proven ability to multi-task, problem-solve, and 
meet deadlines in a fast-paced environment.   

 Excellent work ethic, respect for confidentiality and discretion required 

 Bi-lingual (English/Spanish) highly preferred 

 Must be able to process, protect, and exercise discretion in handling confidential information 
and materials in a professional manner 

 Demonstrated ability to adapt and respond with flexibility to changing needs and information 

 Exceptional interpersonal and administrative skills required 

 Strong organizational skills with the ability to complete complex projects as assigned with 
minimal supervision 

 Superior proficiency with computer applications including a thorough understanding of 
Microsoft Office (Outlook, Word, Excel and PowerPoint), the ability to learn and master other 
computer/technology/software programs as needed, and a good command of internet usage 

 Strong verbal/writing abilities and editing/proofreading skills 

 Extraordinary attention to detail 

 Must be able to work flexible hours which includes evenings, and weekends when necessary 
 
 

 

 

 

 


