North Central Health Care

Person centered. Outcome focused.

What Does It Look Like to Work at NCHC as a
Administrative Assistant (Volunteer Services)?

The success of each of our employees is vital to the success of our organization and the services we provide to our community.
Our teams took a look at what work is like in each position to provide you with key insights, challenges and rewards.

Purpose of Program and Role
The Administrative Assistant
for Volunteer Services is the

main administrative support %ﬂ

for the Volunteer Services office.

There are a variety of weekly and
monthly duties that are required. They
will support the operations of the Gift
Shop and provide assistance to the
Guest and Volunteer Services
Manager.

The Administrative Assistant will also
be trained to be a back-up to the Guest
Services Representatives at the
Welcome Desk, who answers incoming
phone calls for the facility.
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The Down Side of the Job

The Administrative Assistant
for Volunteer Services say:

+ At times the job can be a bit physical,
when moving large bins of clothing
donations or laundry bins for the
Fashion Boutique (NCHC's clothing
closet) or when moving boxes of
merchandise in the Gift Shop.

* This position also requires some
climbing on step stools to place and
display merchandise in the Gift Shop or
to decorate Christmas trees throughout
the facility during the Holidays.

Nuts & Bolts of the Job

The Administrative Assistant
for Volunteer Services is the
main administrative support
for the Volunteer Services office. They
will work with volunteer candidates to
onboard them to NCHC. They will
make sure all paperwork is in order and
schedule them for a tour of the facility
and get their badge photo taken.

They will also make many phone calls
to volunteers to fill volunteers needs
that are requested by our Life
Enrichment Team. They will also train
volunteers in the Gift Shop and
distribute donations to departments that
can utilize them.

Attire is business casual with a flexible
work schedule.

You will interact with many programs
and departments, however primarily
interactions are nursing home related.
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Technology Use

Employees will use basic

Microsoft applications and a
Volunteer database to keep track of
volunteer records.

Cisco phone system, online learning
through UltiPro Learning System will
also be used. Training will be provided.

Orientation, Onboarding & Training

All employees receive general
orientation their first week.
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All employees receive general M
NCHC orienation their first few
days on the job. After that the training
will be in your department.

Lives Enriched and Fulfilled.

Enriching and Fulfilling Lives

The Administrative Assistant
for Volunteer Services is a @
vital connection between the

Volunteer office and volunteers. By
helping to bring in volunteer support for
staff it means that staff can spend more
time focused directly on residents
needs.

Sourcing and distributing needed items
such as clothing, hygiene products,
birthday gifts or Christmas gifts allows
staff members continue to focus on
their patients.

The Upside of the Job

The Administrative Assistant
for Volunteer Services say the
things they like most are:

* Getting to know all of the volunteers.
There is great satisfaction in placing a
volunteer in a position that they enjoy
and that brings assistance to the staff in
that area.

» Working in the Gift Shop to provide a
place for residents, family members
and staff to find that special gift for
someone.

 Accepting donations on behalf of the
organization that will go to help a client,
consumer, patient or resident in need.
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North Central Health Care

Person centered. Qutcome focused.

Working at North Central Health Care

Employee Expectations
At NCHC, we look for people who:

Show up and work hard

Do the right things for the right reasons

Are a team player

Provide excellent customer service with dignity
Don't stop until they are proud

Our Mission

Langlade, Lincoln and Marathon Counties
partnering together to provide compassionate
and high quality care for individuals and
families with mental health, recovery and
skilled nursing needs.

Our Vision
Live Enriched and Fulfilled.

Our Core Values
Y% DIGNITY

We are dedicated to providing excellent service with
acceptance and respect to every individual, every day.

5% INTEGRITY

We keep our promises and act in a way where doing
the right things for the right reasons is standard.

* ACCOUNTABILITY

We commit to positive outcomes and each
other’s success.

* PARTNERSHIP
We are successful by building positive relationships
in working towards a system of seamless care as a
trusted community and county partner.

* CONTINUOUS IMPROVEMENT
We embrace change through purpose-driven data,
creativity and feedback in pursuit of the advancement
of excellence.
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Person Centered Service
at North Central Health Care

Serving others through effective
communication, listening to understand
and building meaningful relationships.

At NCHC, we provide Person-Centered Service
every day with everyone we interact with.
Person-Centered Service has a foundation in our
Core Values and includes:

* Serving with a proactive approach

e Serving with a caring and
compassionate attitude

e Truly listening to understand
e Creating a safe & healing environment
® Doing no harm

¢ Understanding all the dimensions of
diversity and identifying cultural influences

¢ Understanding and respecting life experiences
¢ Shared decision making

® Recognizing and building on strengths

¢ Involvement of others whenever possible
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