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Job Description – PT Virtual Assistant
Position: Virtual Assistant
Classification: Non-exempt

Status: Part-Time (10-15 hours/week)
Essential Function: This position is responsible for completing administrative and billing duties for Firelight Supervision, a DBA under Catalyss Counseling. This position will also be responsible for the onboarding of new therapist clients, tracking data, and responding to new therapist client inquiries. The Virtual Assistant will strive to connect empathically with therapist clients and practice team members and provide great customer care.

Daily Responsibilities and Duties:

Core duties and responsibilities include the following:

· Manage intake inquiries for Firelight Supervision services including the Membership Program (answer phone and email, schedule onboarding appointments, answer practice -related questions)

· Promote the business through providing excellent customer service to all inquiries, referral sources, internal team members and external therapists
· Coordinate with supervisors on tracking, managing and filling their schedules

· Assist on improving the onboarding process

· Provide direction to supervisors and practice owner on best practices for improving scheduling process 
· Track referral sources and other data as requested
· Record attendance for membership community and group services

· Act as project team member for program launches and services
· Complete other administrative tasks as requested
· Communicate with supervisors about pertinent administrative issues and changes

· Maintain a professional appearance and attitude in interactions with others
· Complete timesheet on a weekly basis

· Develop a rapport with potential therapist clients in order to facilitate the onboarding process
· Collect correct payments from therapist clients for membership community payments
· Demonstrate self-motivated attitude and ability to perform responsibilities of position with limited supervision

· Maintain open communication with other members of the team and practice owner on a daily basis

· Demonstrate the ability to effectively multitask 

· Follow and implement company policies and procedures as outlined in the company Employee Handbook

· Keep work area clean and organized

· Demonstrate a willingness to learn new skills and techniques and display a teachable attitude when learning a new skill

· Perform related work as assigned

Essential Skills Needed:  

The following describe the preferred skills, knowledge, and abilities needed to successfully perform the duties of the position:

· Organized and detail oriented

· Ability to work as a team

· Ability to work independently on tasks assigned
· Have strong communication skills  

· Possess excellent interpersonal skills; able to get along well with a diverse group of people; clients and co-workers.

· An adherence to following HIPAA laws and confidentiality standards pertaining to patient information.

· Make decisions independently based on what is best for clients and the company.

· Must be able to operate basic office equipment such as computer, copier, telephones, scanning, etc.

· Speak, write, read and understand the English language well enough to perform the essential duties of the job.

· Possess the dexterity to use the required tools to accomplish the tasks of the position.

Physical Requirements:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee may be required to lift 10 lbs.

Must be able to hear, see, use arms and navigate around work areas.

Education/Experience Requirements:

· 1-3 years’ experience doing administrative tasks
· Knowledge of medical, psychiatric, behavioral health and supervision terminology
· Possess sound professional judgment

· Prefer experience in the areas of counseling, medical field, or behavioral health field
· Must be able to use computer software, Zoom, Stripe, Teachable, Google Workspace, and Trello
· Must be a Colorado resident

Compensation and Benefits
· Based on experience and relevant experience

· Range of $18-$25/hour

· Eligible for part-time employee benefits including Retirement Plan, Worker’s Compensation, and Sick Leave
I have read and understand the duties discussed and listed above and I am able to work the schedule and carry out these duties and responsibilities. I also understand that my employment is “At Will”. 

Employee: _____________________________________________________________Date: __________________
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