NYU Child Study Center

Department of Child and Adolescent Psychiatry

Job Description

Administrative Assistant – Office of the Chair

Position Overview:

Supervised by the Chair’s Executive Assistant, this position provides administrative assistance to the Office of the Chair.  Handling office and patient-related duties, Administrative Assistant will provide assistance to the Chair and also manage the office in the absence of the Executive Assistant.  Hours are 8:30-4:30 with some flexibility.

Responsibilities include but are not limited to:
· Serve as back up to medical director’s administrative assistant, providing administrative and clerical support to the Chair and his/her senior staff

· Will assist with Chair’s calendar, helping to make sure that the office runs smoothly

· Track and respond to press inquiries, maintain and update “speakers’ bureau” with database of relevant experts

· Manage Chair’s faculty practice or research subjects seen by the Chair

· Complete paperwork needed by patient family or insurance carrier

· Manage entries into the Department’s electronic health record as requested

· Manage petty cash for the office and ensure that the Chair and senior staff are reimbursed reasonably promptly for submitted expenses

· Prepare rooms for meetings and meeting materials

· Manage web updates for the Department, reviewing the site for accuracy and needed updates, and submitting tickets to the MC or performing changes him/her self 

Requirements and expectations:

· Demonstrated excellence in communications and interpersonal skills  

· Knowledge of database software and presentation software, as well as full use of MS Office applications 

· Ability to write and edit complex materials

· BA strongly preferred  

Application Instructions:

Please email your current resume or CV to careers@aboutourkids.org and specify the position for which you are applying.

New York University Langone Medical Center is an equal employment/affirmative action employer and does not discriminate on the basis of race, color, religion, gender, sexual orientation, marital/or parental status, age, national origin, citizenship, disability, veterans status, or any other classification protected by applicable Federal, State, or Municipal Law.
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