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Position Description
 Administrative Coordinator

Supervised by:	Program Manager
Location: 	Sioux Falls, SD (preferred) or remote with physical location in North or 	South Dakota	
Status:   	Full Time

Purpose: The Administrative Coordinator serves as a staff member for the Community HealthCare Association of the Dakotas (CHAD). This position enhances CHAD’s ability to support a new grant program that proposes to serve low-income, geographically isolated, minority, homeless and migrant populations in both North Dakota and South Dakota.
 
General Description: Under the supervision of the Program Manager, and in accordance with CHAD policies and procedures, this position is responsible for administrative support for grants and programs housed within CHAD.
  
Essential Duties & Responsibilities:

· Provide administrative support and coordination for programs and staff 
· Schedule meetings, take meeting notes and ensure follow up from meetings is completed as appropriate
· Coordinate and maintain centralized scheduling system among program partners
· Organize and maintain a central electronic filing system for contracts, grants and financial records
· Assist staff with issues related to computer hardware, computer accessories, Zoom, Office 365, file sharing, and other technology-related issues, including coordination with IT support team
· Maintain grant/program documents including contact lists, network team lists, email distribution lists, manuals, inventory and asset lists, etc.
· Additional administrative support duties as assigned
· Provide support for program events and trainings
· Manage distribution lists, support with data entry, tracking, processing, and communications for webinars and events 
· Manage and support CHAD’s teleconference, virtual meeting and webinar platform for program partners and staff
· Complete event registrations, coordinate materials needed for event booths and make travel arrangements as requested
· Provide support for data collection and reporting for grant programs
· Communicate and support program partners to ensure program reporting is completed on schedule
· Compile and track program data to support program development and grant management
· Provide support for accounting and financial management
· Review invoices, travel expense requests and payment documentation for accuracy and proper coding
· Processes invoices for payment
· Answer questions from vendors and contractors regarding invoice and payment status
· Process purchase orders and requisitions for supplies and services
· Maintain and verify financial, statistical, or other fiscal records in connection with various local, regional, state and federal grants
· Perform complex, specialized grant accounting functions
· Comply with periodic financial reporting and reimbursement submittal requirement
· Assist with weekly, monthly and annual reporting preparation and pulling information for grant requests
· Assist in researching and reviewing departmental financial records and reports
· Assist with contract filing and assuring all steps in contract execution are complete
· Responsible for other accounting and finance duties as assigned.
· Provide support for program communications
· Provide general website assistance, including updating content and events on websites
· Assist with writing and developing communications and marketing materials

Core Competencies: 
· Strong communication and problem-solving skills
· Must have exceptional attention to detail and strong organizational skills to make decisions in accordance with established policies and regulations
· Ability to clearly define priorities, coordinate activities and work independently and as part of a team
· Maintain positive and cooperative working relations with clients, office staff, partner organizations, Board of Directors, and professionals from diverse backgrounds and exhibit cultural sensitivity
· Ability to respond appropriately and professionally to staff and members of the public, in person and on the phone
· Demonstrate passion for customer service, ethics and high expectations for quality
· Develop a thorough understanding of confidentiality policies regarding consumer rights and to maintain this with all integrity throughout day to day activities
· Ability to gather, interpret and report information and conduct relevant research when necessary

Qualifications:
· 1-3 years of experience in an administrative or operations support position
· Must be computer proficient, working knowledge of Word, Excel, PowerPoint, Outlook, and Internet Explorer
· Experience and proficiency in preparing organizational communication materials
· Demonstrated proofreading and editing capabilities
· Associate Degree in Business, Medical, Communications, Finance/Accounting or related field. Bachelor’s Degree preferred
Physical Environmental Factors:
Works in a professional office environment, requiring significant interaction with diverse health and professional associates.  May be exposed to noise if working near the office machines.  Requires prolonged sitting, some bending, stooping, stretching and ability to use stairs.  Requires eye-hand coordination and manual dexterity sufficient to operate an automobile, keyboard, photocopier, telephone, calculator and other office equipment.  Requires normal range of hearing and eyesight to record, prepare and communicate reports, make presentations, view a computer screen and operate an automobile.

Community HealthCare Association of the Dakotas reserves the right to amend this job description as operational needs dictate. CHAD is an at-will employer. 

I have read the above job description, and understand all my job duties and responsibilities.  I am able to perform the essential functions as outlined with or without reasonable accommodations.  I have discussed any questions I may have about this job description prior to signing the form.

Employee Signature_____________________________________    Date________________



Supervisor Signature_____________________________________   Date________________
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