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Executive Assistant 
 
Better Health Together improves our region’s health through collaborative and innovative action. Better 
Health Together is positioned to develop coordinated, multi-stakeholder solutions to achieve the triple 
aim of better health, better care and to reduce costs in our seven county region. 

Position Description 
The Executive Assistant (EA) reports to the Executive Director of Better Health Together (BHT) and has 

the responsibility of performing administrative duties related to philanthropic services or programming 

for community partners, maintaining records, and conducting research, and assisting in communications 

with internal staff and external community partners. 

Job Functions 
• Managing schedules, travel and sensitive communications for senior leadership in a fast-paced 

organization; 

• Draft, type and proofread letters, memos, documents, presentations, and reports; 

• Attend meetings, take concise notes and identify action items; 

• Maintain hard-copy and electronic files; 

• Provide support to the organization as a whole with the “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, convening, team 
retreats, and social events; 

• Oversight for the office functions; 

• 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 

Required Skills 

• 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. BHT serves a diverse community and encourages applicants 
from qualified individuals who reflect the growing diversity that enriches Spokane and the surrounding 
counties. 

Better Health Together is an EEO employer. 
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