
 

 

 

 

 
Administrative Assistant 

 
Executive-Level Administrative Experience Wanted! 

 
Adirondack Health Institute (AHI) is an independent, non-profit organization that is leading the way in 
rural health care transformation across a nine-county region of the North Country. AHI supports hospitals, 
physician practices, behavioral health providers, community-based organizations, patients and others in 
our region to transform healthcare and improve population health.   

 
AHI is seeking dedicated, motivated, and highly passionate individuals who share our drive and 
commitment to making a difference by improving the health of our community.  We are seeking an 
Administrative Assistant to join our team in our Glens Falls, NY office.  

 
The Administrative Assistant will provide executive-level office and administrative support to the 
Executive Directors in a professional, efficient, and confidential manner.  This position is highly interactive, 
requiring excellent customer service skills, initiative, and follow-through in support of the Population 
Health Network (PHN) management triads, and the Integrated Delivery System as a whole. 
 
In addition to providing a superior level of support, duties of the Administrative Assistant also include: 
 

▪ Responsibility for scheduling meetings, preparing documents, creating reports, spreadsheets, 
presentations slides, or other information as requested; 

▪ Editing and proofreading all written materials and verifying the validity of data and documents 
contained in all reports prior to submission; 

▪ Drafting high-level correspondence and memoranda independently and with professional 
quality;  

▪ Preparing information packages and agendas for meetings; recording and distributing meeting 
minutes as required; ensuring that minutes and other written documents are accurate and 
professional; 

▪ Maintaining files, manuals, and records; 
▪ Answering telephone calls in a professional, courteous manner; determining nature and urgency 

of all calls and initiating appropriate disposition or referral to appropriate parties; 
▪ Managing competing demands and tasks when there is a shift in priorities or unexpected 

circumstances, including but not limited to offering assistance to other team members, 
providing coverage for other areas, adjusting assignments, etc.; 

▪ Ensuring the Executive Directors are informed of critical issues, critical due dates, and concerns; 
▪ Providing administrative support to ensure the quality goals of each Population Health Network 

(PHN) are met; duties may change to respond to the changing needs of the Population Health 
Networks (PHNs) in achieving collective quality and financial outcomes; 

▪ Building relationships with providers and community organizations that are crucial for the 
success of the organization; 

▪ Providing research and administrative support for special projects, conducting online and other 
types of research; preparing data and follow-up on projects, as assigned.  

▪ Other duties, as assigned. 
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Education & Experience: Candidates should have a Bachelor’s Degree in Business Administration, 
Computer Science, or a clinically-related field; or equivalent combination of education and experience. Two 
– five years’ previous experience in an administrative role is required; previous experience in a health care 
setting preferred. Experience working with executives and in highly confidential and professional 
environments is required.  Proficiency in operating telephones, computers, and other office equipment is 
a must. Candidates must possess excellent verbal and written communication skills, as well as strong 
interpersonal, time management, problem-solving and organizational skills.  
 
Other Skills: Strong computer skills required, including: Microsoft Outlook, Excel, Word, and PowerPoint 
and the ability to navigate web-based portals, databases, and forms. Proficiency with CRM software, 
Webex/GoTo Webinar, and Smart Board technology preferred.   Successful candidates will be able to 
quickly learn new software systems (including databases, project management, and certified electronic 
health record technology).  The ability to work in a highly matrix organizational structure is required. 
 
Other Requirements: Must have a valid New York State driver’s license and vehicle, or provide evidence 
of mobility within assigned community. Occasional travel to meetings within our service area may be 
required. 
 
Position Schedule:  Full-Time  
 
FLSA Status:  Non-Exempt  
 
At AHI, we are leading the way in rural healthcare transformation. By partnering with regional health care 
providers and community-based organizations, we strive to improve care, lower costs, and realize a 
healthier future for the Adirondack region.   If you are enthusiastic, energetic, and ready to “roll up your 
sleeves,” this is your new opportunity! 
 
AHI provides a friendly and challenging work environment and a comprehensive benefits package. To 
apply, please email your resume to ahihr@ahihealth.org with the position title in the subject line.  
 
AHI is an Affirmative Action EEO employer and provides opportunity for all, without regard to race, 
religion, color, national origin, citizenship, sex, sexual orientation, gender identity, age, veteran status, 
disability, genetic information, or any other protected characteristic. AHI will make reasonable 
accommodations for known physical or mental limitations of otherwise qualified employees and 
applicants with disabilities unless the accommodation would impose an undue hardship on the operation 
of our business. 
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