POSITION:

Part-Time Administrative Assistant

ORGANIZATION NAME:
Philadelphia Health Partnership
WEBSITE:
Philahealthpartnership.org
FOUNDATION OVERVIEW/POSITION DESCRIPTION
Philadelphia Health Partnership is a private, independent foundation that supports nonprofit
organizations working to improve the health and well-being of underserved Philadelphians. We
believe that promoting optimal health and well-being requires increasing access to quality care
and services and addressing the underlying root causes of health disparities, including the
unequal social and physical environments in which people live. We are committed to
collaborating with diverse stakeholders to increase our collective ability to advance knowledge
in the field and to make a positive difference in the lives of vulnerable populations in
Philadelphia.
The Administrative Assistant will provide day-to-day operational support for Philadelphia
Health Partnership, including administrative and clerical support, office management, and
grants administrative support. The position involves supporting the executive director and
working with the program and grantmaking staff to address administrative issues. The ideal
candidate must bring strong business skills; be highly self-motivated, self-directed, and
professional; able to manage multiple tasks; possess strong written and verbal communication
skills; and function effectively in a highly collaborative work environment. The Administrative
Assistant will work closely with the Executive Director of the Foundation.
ABOUT THE POSITION
Candidates are sought who are: looking for exposure to the philanthropic sector; organized
with excellent attention to detail and follow through; able to manage multiple tasks;
demonstrate good judgement and maintain confidentiality; have strong written and verbal
communication skills; enjoy teamwork; and demonstrate initiative, enthusiasm, humility, a
sense of humor, and drive.
DUTIES
Administrative and Clerical Support
 Provide administrative support for all PHP operations and programs.
 Serve as receptionist and greeter for guests as needed.
 Answer, screen, and direct incoming phone calls.
 Assist Executive Director with administrative tasks such as scheduling appointments,
updating the calendar, corresponding with the Board and others, and carrying out
other tasks as assigned.







Open, sort and process mail.
Manage and update PHP internal calendar and scheduling requests.
Coordinate various meetings including staff, Board of Directors and committee
meetings, as well as assist in the preparation of content for meetings.
Manage travel arrangements for the Executive Director and other staff as necessary.
Perform other job duties deemed necessary for the efficient operation of the
Foundation.

Office Management
 Management of office supplies inventory and arranging maintenance of all office
equipment and computer hardware and software.
Grant Making Support
 Support program staff with production flow associated with grant decision-making and
management.
 Support maintenance of grant database.
 Assist with scheduling site visits to grantee organizations.
QUALIFICATIONS
 Bachelor’s degree preferred. High school diploma required with a minimum of 3 years
prior administrative experience.
 Excellent interpersonal, verbal, and written communication skills with the ability to work
independently and as a member of a high-performing team.
 Capable of efficiently and effectively supporting the Executive Director and, when
appropriate, the Board.
 Proactive, self-starter with exceptional organizational skills and the ability to handle
confidential information.
 Strong relationship building, follow-up, and follow-through skills. Must be able to
prioritize and manage multiple tasks.
 Committed to delivery of quality work products on time.
 Advanced knowledge of office and administrative procedures and expert PC skills
(proficient in Word, Excel, Access, and Power Point). Proficiency in database
management desired.
COMPENSATION AND BENEFITES
PHP is an Equal Opportunity Employer seeking a diverse workforce. In addition to meaningful
and rewarding work, PHP provides an excellent compensation package. A competitive salary
will be offered commensurate with job requirements and candidate experience.
TO APPLY Please e-mail a resume and cover letter with salary requirements to Ann Marie Healy
at info@firsthospitalfdn.org. No phone calls please.

