Administrative Assistant (Independent Contractor)
Location: Remote / Project-Based
Compensation: $21-$23 / Hour
Role Overview
We are seeking a detail-oriented, proactive Administrative Assistant to manage our home health agency's operations. This role is the "nerve center" of our office, ensuring that our staff is vetted, our budgets are balanced, and our patients receive the high-quality care they expect. You will work closely with Elise Mbaye to meet client needs and streamline administrative workflows.
Core Responsibilities
· Operations & Staff Management: Oversee daily staff activities, manage scheduling, and coordinate field assignments.
· Hiring & Onboarding: Manage the full recruitment cycle, including conducting background checks, verifying credentials, and processing new-hire paperwork.
· Financial Oversight: Assist in managing budgets, invoicing clients, and ensuring administrative expenses align with company goals.
· Communication Hub: Serve as the primary point of contact for phone inquiries; you are the "voice" of the agency for clients and families.
· Executive Support: Set up internal and external meetings and facilitate introductions between clients and Elise.
· Compliance: Maintain meticulous digital and physical paperwork to ensure 100% compliance with health care regulations.
Candidate Requirements
· Industry Experience: A proven background in Home Health Care is required.
· Specialized Knowledge: Strong familiarity with Health Care Administration protocols and HIPAA compliance.
· Administrative Mastery: Expert-level ability in managing paperwork, filing systems, and complex scheduling.
· Communication: Exceptional phone etiquette and the ability to articulate our services to prospective clients.
The Ideal Candidate Is:
· A "People Person": You understand what clients are looking for and can represent the agency with warmth and professionalism.
· Vigilant: You take background checks and staff vetting seriously to ensure patient safety.
· Organized: You can pivot between budget spreadsheets, hiring paperwork, and invoicing without missing a beat.
Please send a resume and a short personal biography to Elise Mbaye at info@a-epiphany.com or 571-469-3142.
