
 

 

 

 

Executive Assistant/Human Resources Assistant 

The Executive Assistant/Human Resources Assistant is a position with responsibilities including 
recruiting, employment, salary administration, benefits, training, EEO, and planning staffing 
requirements. The Executive Assistant/Human Resources Assistant also provides support to RVMC 
administration on a variety of projects and programs. The Executive Assistant/Human Resources 
Assistant reports directly to the CEO, but also works closely with the CFO, CMO, and CNO. 

 

The following is a list of essential job responsibilities: 

 

1. Provide support to administration and other wide variety of projects and programs supporting 
the efforts of RVMC. 

2. Assist with a variety of human resource activities including new employee paperwork, 
recruitment, interviews, credentialing, grievances, and other duties as assigned. 

3. Assist with planning a variety of staff and community events hosted by RVMC. 
4. Assist with the preparation of a variety of reports and documents required by associated 

organizations and agencies. 
5. Attend meetings as requested by administration to include taking minutes. 
6. Perform other related duties as assigned. 

 
 

Education Requirements: 

 

 Bachelor’s Degree in Business Administration or Human Resources preferred 

Experience: 

 2 years Human Resource experience; 

Knowledge and Skills Required: 

 Regulatory guidelines; 

 Communication skills; 

 Knowledge of departmental policies and procedures; 

 Confidentiality and Patient’s Rights; 

Physical Requirements: 

Office Equipment Used: Computer, Calculator, Printer, Fax Machine, Copier, and Telephone. 



Work Environment: While performing the duties of this job, the employee works around others, 

sometimes works with the public and usually works inside. The noise level in the work environment 
is typically moderate. 

Physical Demands: While performing the duties of this job, the employee is required to use hands 

and finger, handle or feel objects, and to type on a key board. The employee is required to stand, 
sit, talk, write, hear, and read. The employee may be required to sit for extended periods of time, 
walk, stoop, kneel, and reach with hands and arms. 

Vision Demands: Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception and the ability to adjust focus. 
 

Mental/Motor Demands: While performing the duties of this job, the employee performs non 

routine and routine work. The employee frequently exercises flexibility (ability to shift from one task 
to another). While working, the employee must problem-solve and think critically in order to apply 
knowledge and skill. The employee frequently works within time constraints and maintains 
attentiveness intensity. The employee is frequently involved in interaction which requires oral 

communications and written communications. Memory, reasoning and exercising judgment are 
constantly used/required on this job. 
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