
What Does It Look Like to Work at NCHC as a

Lives Enriched and Fulfilled.

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.

The Down Side of the Job Technology Use The Upside of the Job

Purpose of Program and Role Enriching and Fulfilling LivesNuts & Bolts of the Job

Orientation, Onboarding & Training

All employees receive general 
orientation their first week.



Working at North Central Health Care

Person Centered Service  
at North Central Health Care

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

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.

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

• Serving with a caring and  
compassionate attitude

• Truly listening to understand

• 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

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


	Purpose of Program and Role: Administration provides overall administrative leadership support for the organization. This role provides administrative support to the executive team.  The average day involves assisting with scheduling, room allocation, organizing administrative details around conference calls, events, and meetings.The role is a part of a an administrative team that works together to make the executive team, and by extension, the organization, as effective as possible.
	Nuts & Bolts of the Job: Most days start at 8 am and go until 5 pm. On the majorityof days, there is time to take alunch break mid-day. Some days that would be flexed due to the needs of the executive team on that day. The majority of the assistant's time is at their desk, managing the phone calls, organizing meetings, formatting documents, faxing, copying or scanning necessary items. The assistant has an excellent grasp on Microsoft Outlook, and has a very pleasant phone demeanor. A great Executive Assistant is cheerful, punctual, are self-motivated, great with task completion, and upholds the utmost confidentiality. An outstanding assistant works to anticipate the needs of the executives for the day or upcoming week, and removes any administrative barriers that they foresee.
	Enriching & Fulfilling Lives: The Executive Assistant is often the first person that avisitor to the organization's Executive team has contact with. Visitors and callers include families, patients, organizational contacts, and providers. The assistant sets the tone of the office and provide ongoing support so that the Executives can set the strategy for the organization. The assistant acts as gatekeeper and the wind beneath the wings of the Executives, who often float between a large variety of meetings in a week (usually over 200 in a week for HSO, IT, CFO, and Ops Executive alone)!This position also provides support for the Executive Assistant to the CEO, who assists with many key organizational support items.
	The Down Side: Workload ebbs and flows.Some days are intense and some do not need as much support. Hourly position requires good attendance and punctuality-not the kind of job that has flexibility in these areas. The Executives work at all hours and holidays sometimes. While this assistant job won't have to work those hours, administrative support will have to be anticipated for those days/times (copying, assistance with phone conf set up, etc). We work with individuals who can be upset at times. Care needs to be made to address their needs and not escalate them further.
	The Up Side: Work with a positive team interested in fulfilling and enriching people's lives. Great for someone who wants to bring their assistant position to the next level. Be aware of all the strategic plans of a large organization. Have a agency-wide impact on the efficiency of the executive team. Cafeteria on site with lunch served and great cookies! Generally a 8-5 position and holidays, nights and weekends off. Desk-related work and not physically taxing.
	Technology Use: Personal desktop computerCell phoneCopier/fax/scannerMicrosoft OutlookMicrosoft WordMicrosoft ExcelVarious database systems (policies) 
	Orientation, Onboarding & Training: The second week will involve getting familiarized with the organization, role and team. The Executive Assistant to the CEO will provide some job shadowing experience.
	Position Name and Department: Executive Assistant?


