
  

EXECUTIVE ASSISTANT  
Spokane, WA 

Our vision at Empire Health Foundation (EHF) is that health is a fundamental human right! EHF boldly 
advances health equity in Eastern, WA and beyond. Every investment we make goes toward creating 
measurable, sustainable health improvements. We believe that health is about more than just medicine; 
health outcomes are influenced by external factors such as the availability of resources to meet daily 
needs like food and shelter, access to quality education and job training, and access to job opportunities. 
Our work is aimed at addressing these problems, investing in sustainable systems change that results in 
healthier, more vibrant communities for all. 
 
Job Summary 
Are you an effective communicator, organized, and driven by seeing your team exceed its goals? We are 
looking for you! EHF is looking for an Executive Assistant to join the Program team, to provide 
administrative support related to philanthropic services and programming, assisting in communications 
with staff and community partners, and provide support to the organization with a “for the good of the 
team” attitude. 
 
Essential Job Functions 

• Manage schedules, travel and sensitive communications for the Senior Directors and Program 
Team members in a fast-paced organization; 

• Schedule and assist the Senior Directors in building the agenda for weekly Program Team 
meetings; 

• Oversee hard copy and electronic records management and ongoing formal document sharing 
with the Program Team; 

• Prepare reimbursement, expense reports and administration credit cards for the Senior 
Directors and members of the Program Team; 

• Participate in the development and day-to-day management of the approved individual 
Program/Portfolio and Communications budgets; 

• Draft, type and proofread letters, memos, documents, presentations, and reports; 
• Attend meetings, take concise notes and identify action items; 
• Provide support to the organization as a whole with a “for the good of the team” attitude; 
• Arrange conference rooms, catering, presentation materials and audio/visual set up as needed 

for meetings; 
• Work with staff, venues, and vendors to coordinate complex meetings, convenings, team 

retreats, and social events; 
• Collaborate with other EAs on work sharing and general team support. 

 
Qualifications 

• Five years of work experience supporting executive level management; 
• Bachelor’s degree preferred. 

 
 



  
Experience 

• Strong communicative skills with a wide range of stakeholders; 
• Strong organizational skills required; 
• Attention to detail, accuracy, and consistency in executing tasks for internal as well as external 

audiences is vital; 
• Ability to take ownership of administrative tasks and problem solve is critical; 
• Willingness to work collaboratively across teams as needed. 

 

Please send a resume and cover letter with your salary requirements to Rebecca Johnston at 
rebeccaj@empirehealthfoundation.org. EHF serves a diverse community and encourages applications 
from qualified individuals who reflect the growing diversity that enriches Spokane and the surrounding 
counties. 

Empire Health Foundation is an EEO employer.  


