
 

JOB ANNOUNCEMENT 

 

EXECUTIVE ASSISTANT 

Full-time/Exempt  

 

Westside Family Health Center (WFHC) is a nonprofit community clinic dedicated to providing 

high quality, low cost healthcare to more than 12,000 women, men and children.  Founded in 

1974, WFHC is a Federally Qualified Health Center with 50+ employees and volunteers.  We’re 

currently seeking an Executive Assistant to join our team, so if you have a passion for healthcare 

and want to make a difference in the community, Westside Family Health Center could be the 

opportunity you’re looking for. Please visit our website at www.wfhcenter.org for additional 

information on WFHC.   

 

Position: Executive Assistant  

 

Primary Responsibilities: For providing administrative assistance to the President/Chief 

Executive Officer and handling all social media.  Responsibilities included writing/composing 

correspondence, responding to requests for information; receiving and routing phone calls, faxes 

and correspondences.  Handling travel planning and coordinating and implementing small 

meetings. 

 

Qualifications: 

• Ability to convey a positive and professional image while maintaining contact with focus 

audience.  

• Self-motivated, flexible and a team player, must have the ability to work independently, yet 

know when to ask questions. 

• Must be well organized, have excellent phone/people skills, and be able to handle multiple 

tasks. 

• Must have strong computer skills and effective communication skills a plus, especially in 

Microsoft Word, Excel, Power Point.  

• Displays in-depth knowledge and understanding of social media platforms, their respective 

participants (Facebook, Twitter, Instagram, YouTube, Pinterest etc.) and how each platform 

can be deployed in different scenarios. 

• Effective verbal and written communication skills; strong computer skills desirable. 

• Available to work evenings and Saturdays.   

• Bilingual English/Spanish is preferred.  

 

Education: Bachelor Degree Required.   

 

Salary and Benefits: Salary is negotiable and commensurate with education and experience. 

WFHC offers a full range of benefits including a 403(b) plan and professional conference 

benefits. 

 

To Apply: Submit resume and cover letter by email to lobby@wfhcenter.org. Reference 

"Executive Assistant Position" in subject line. 

mailto:lobby@wfhcenter.org

