
Our innovative and growing company is hiring for an associate administrative.
Thank you in advance for taking a look at the list of responsibilities and
qualifications. We look forward to reviewing your resume.

Responsibilities for associate administrative

Executes a variety of office administrative and/or secretarial support activities
for supervisor such as composing replies to correspondence on own initiative,
interpreting and explaining established policies and procedures in response
to inquiries from a variety of sources, summarizing reports and information to
facilitate review by supervisor, and investigating, evaluating and resolving
problems within scope of position
Executes a variety of office administrative support activities for supervisor
such as creating correspondence as assigned, responding to inquiries,
interpreting and explaining established policies and procedures, summarizing
reports and information to facilitate review by supervisor, and investigating,
evaluating and resolving problems within scope of position
Work with PI and expert consultants to prepare PowerPoint presentations for
multidisciplinary team meetings to review progress made in specific activities
Weekly review of progress of project activities, and review of supporting
documentation
Liaise with extramural expert consultants to generate reports and regulatory
documents, monitoring of project expenditures, organizing and preparing
project documentation for funding and regulatory organization (i.e., FDA,
IRB, animal care review boards)
Schedule appointments, conduct check-in procedures, and assist patients
with relevant paperwork (case history, insurance, HIPAA, medical records)
Handle phone calls, electronic communication, and correspondence regarding
clinical inquires, insurance verification, and related tasks
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Receive cash/check/credit card payments, post payments and charges and
reconcile daily cash receipts

Qualifications for associate administrative

HIPPA training
Manage calendars for multiple directors, using Microsoft Outlook
Provide oversight of administrative staff and student workers
Plan and arrange meetings, events, and/or luncheons and communicate
arrangements to appropriate parties
Create and manage regular meeting agendas
Arrange necessary travel reservations and itineraries for multiple directors


