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Announcement Number:  FCC-AA – 2009-03-05
The Ark Family Counseling Center is an Equal Opportunity Employer.  We do not discriminate on the basis of race, religion, color, sex, age, national origin or disability. 
	Position Title:
	Administrative Assistant (AA) Full Time

	Opening Date:
	03/5/09
	Closing Date:
	3/13/09
	

	Position Description:
	Administrative assistants perform a variety of administrative and clerical duties necessary to run an organization efficiently. AAs provide high-level administrative support for an office and for top executives of an organization. Generally, they perform fewer clerical tasks than do secretaries and more information management. They also serve as information and communication managers for an office; plan and schedule meetings and appointments; organize and maintain paper and electronic files; manage projects; conduct research; and disseminate information by using the telephone, mail services, Web sites, and e-mail. They also may handle travel and guest arrangements.  In addition, administrative assistants often use computers to do tasks such as: create spreadsheets; compose correspondence; manage databases; and create presentations, reports, and documents using desktop publishing software and digital graphics. 

	Date of Advertisement: 
	03/5/09

	Location of Position(s): 
	Decatur, Georgia 30035


Major Duties:

Perform highly specialized work requiring knowledge of clinical terminology and procedures. Specific duties include: Transcribe dictation, prepare correspondence and reports, and assist Administrative and Clinical staff.  Record simple medical histories. Maintain communication between the organization and parents, teachers and administrators who work in schools, Residential Instructors and other staff members.  Be acquainted with details on registering clients, health/dental records, and school schedules, insurance types and policies, and Medicaid.  Handle more complex responsibilities such as reviewing incoming memos, submissions, and reports in order to determine their significance and to plan for their distribution. Prepare agendas and make arrangements for meetings of committees and executive boards.
Schedule appointments, and keep track of the clients’ medical records.  Screen inquiries from parents and social service agencies and handle those matters not needing the director’s attention. Set calendars for the organization and director in order to establish priorities for each day. Create and organize client files.
Qualifications/Requirements:
Qualifying experience for this position includes: familiarity with general office duties, insurance rules, billing practices, and medical office procedures, and knowledge of technical terminology and procedures. High school diploma / Bachelor’s degree with basic office skills, experience with MS XP, VISTA and the MS Office Application software. 40wpm typing, good customer service and interpersonal skills, ability to work independently. 

Salary and Benefits:

We offer competitive salaries.  
	Send Resume
	Questions

	The Ark Family Counseling Center

Attn: Human Resources
4256 Clausell Court, Suite 300B

Decatur, Georgia 30035

Fax: (770) 808-3269

hr@thearkfcc.com
	Human Resources Department

 (770) 375-8009

Email: hr@thearkfcc.com
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