
JOB DESCRIPTION 

Title:  Senior Administrative Assistant 
Reports To: Executive Assistant to the CEO 
Division: Shared Services 
Department: Executive Management 
Classification: Exempt 

Position Summary:  
Equality Health is an Arizona-based healthcare company focused on reducing and eliminating health disparities 
among the underserved, initially focused on the Hispanic population.  Our employees are passionate about our 
mission and are focused on improving healthcare delivery. 

We are currently seeking a highly motivated self-starter who will take on the newly created role of Senior 
Administrative Assistant, in support of a fast-paced senior management team.  This role will provide a wide 
range of operational and strategic support to the divisional presidents, as well as administrative support to other 
members of the leadership team.  This individual will coordinate the activities of the presidents with internal 
and external affairs, advise on administrative issues, and provide logistical assistance.  This role requires 
exceptional analytical skills, as well as experience with administration, communication, and internal/external 
relations.  Because this is in a fast-paced entrepreneurial, greenfield environment, this individual must be a 
strong team player who is capable of carrying out multiple projects while prioritizing and driving tasks to 
completion.  High ethical standards, discretion and the ability to handle highly confidential information are a 
must. 

We are located in our newly renovated space in the Phoenix Warehouse District, just walking distance from our 
downtown sports venues and restaurants.  We are a highly competitive benefits package and a great working 
environment where creativity is always welcome! 

Responsibilities: 

• Prioritize tasks, conduct briefings and set schedules for the division presidents.

• Provide oversight and assignment tasking in support of daily operations, including answering phones,
arranging travel, and managing calendars.

• Prepare board documentation and other presentation material.

• Responsible for high-level event planning logistics.

• Compose correspondence dealing with issues or subject matter that require considerable sensitivity,
judgment or negotiation in replying to inquiries or requesting information.

• Maintain company confidentiality and role model company values at all times.

• Other undefined responsibilities that will evolve with the organization and the role as it grows.

Skills and Qualifications: 

• Bachelor’s Degree or equivalent experience.

• Minimum two years of experience providing administrative support to executive staff.

• Proficient with MS Office, including Word and Excel.  PowerPoint expertise is highly preferred, but will
provide training for the right candidate.

• Comfortable using and learning new technology.

• Resourceful, flexible and capable of working hours outside the normal work day, including ad hoc issues
that may require some weekend work.

• Ability to communicate clearly and concisely, both verbally and in written correspondence.
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• Ability to work well under tight deadlines and respond to rapidly changing demands and provide 
efficient follow up. 

• Experience with arranging travel, as well as meeting and conference organizing. 

• Capable and comfortable dealing with sensitive and confidential information with discretion and trust. 
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