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VASCULAR INSIGHTS 
Job Description 

DATE: January 9, 2011 
DEPARTMENT: Administration 
JOB TITLE: Executive Assistant 
REPORTS TO: President & Managing Partner 

JOB PURPOSE: The Executive Assistant is responsible for directing all of the administrative functions of the 
organization in accordance with industry and regulatory standards while supporting company objectives and 
policies.  

The ideal candidate will be experienced in handling a wide range of administrative and executive support 
related tasks and will be able to work independently with little or no supervision. This person must be 
exceedingly well organized, flexible and enjoy the administrative challenges of supporting a small office of 
diverse programs. 

The ability to interact in a fast paced environment, sometimes under pressure, remaining flexible, proactive, 
resourceful and efficient, with a high level of professionalism and confidentiality is crucial to this role. Expert 
level written and verbal communication skills, strong decision making ability and attention to detail are equally 
important. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

§ Plan, develop, organize, implement, and direct the organization's administrative duties in the 
following areas: Accounting, Payroll, Operations, Logistics and Procurement, Regulatory Affairs, 
Compliance, Human Resources, Information Technology, Legal and General Office Management. 

§ Develop, implement, and enforce policies and procedures of the organization. This includes 
maintaining Vascular Insights’ SOP’s and Regulatory Documentation System. 

§ Carry out the accounts payable, accounts receivable payroll and other bookkeeping and tax 
administration activities. 

§ Maintain the Operational raw materials inventory to ensure the assembly function operates efficiently.  
§ Evaluate the present and future needs for office space, owned or leased. 
§ Determine the needs for, and manage the ongoing provision of activities and services for 

telecommunications, building maintenance, mailroom management, printing and distribution of 
materials. 

§ Oversee the Human Resources function. 
§ May be required to perform other related duties as required and/or assigned.  

Specific Duties and Responsibilities: 

ü Oversee all aspects of general office coordination.  
ü Maintain the accounting system. 
ü Maintain the regulatory documentation system. 
ü Maintain the ClariVein® raw material inventory and ordering process.  
ü Maintain the ClariVein® product order system. 
ü Maintain office calendar to coordinate workflow and meetings.  
ü Maintain confidentiality in all aspects of client, staff and agency information.  
ü Interact with clients, vendors and visitors.  
ü Answer telephones and transfer to appropriate staff member.  
ü Handle travel arrangements. 
ü Open, sort and distribute incoming correspondence, including faxes and email.  
ü Sign for and distribute UPS/FedEx or similarly delivered packages.  
ü Prepare responses to correspondence containing routine inquiries.  
ü Perform general clerical duties to include, but not limited to, bookkeeping, copying, faxing, mailing 



 2 

and filing.  
ü File and retrieve organizational documents, records and reports.  
ü Coordinate and maintain records for staff, office space, telephones, parking, company debit card and 

office keys.  
ü Coordinate and direct office services, such as records, budget preparation, personnel and 

housekeeping.  
ü Create and modify documents such as invoices, reports, memos, letters and financial statements using 

word processing, spreadsheet, database and/or other presentation software such as Microsoft Office, 
QuickBooks or other programs.  

ü Set up and coordinate meetings and conferences.  
ü Prepare agendas and make arrangements for committee, Board or other meetings. 
ü Interact with the organization’s Board of Directors.  
ü Attend Board, committee meetings or other meetings as requested in order to record minutes.  
ü Compile, transcribe and distribute minutes of meetings.  
ü Collect and maintain inventory of office equipment and supplies.  
ü Research, price and purchase office furniture, equipment and supplies.  
ü Arrange for the repair and maintenance of office equipment.  
ü Support staff in assigned project‐based work.  
ü May supervise volunteers and other support personnel.  
ü Assists in special events, such as fundraising activities and the annual meeting. 
ü Assist with overall maintenance of the organization and its offices.  
ü Other duties as assigned by Executive Director. 

KNOWLEDGE, SKILLS and ABILITIES 

§ Experienced with appropriate industry experience, preferably in the medical device field. 
§ Energetic, forward-thinking and creative individual with high ethical standards and an appropriate 

professional image.  
§ Strategic visionary with sound technical skills, analytical ability, good judgment and strong 

operational focus.  
§ Well-organized and self-directed individual.  
§ Exceptional judgment and reasoning abilities. 
§ Relates to people at all levels of an organization and possesses excellent communication skills. 

Trustworthy. 
§ Ability to respond effectively to the most sensitive inquiries or complaints 
§ Thorough understanding of current regulatory issues. 
§ Diverse experiences in managing a range of administrative areas of responsibility. 
§ Computer literate. Strong knowledge of MS Office, including Word, Excel, PowerPoint. Knowledge 

of QuickBooks is desirable. 
§ Ability to follow oral and written instructions. 
§ Good writing, analytical and problem‐solving skills.  
§ Knowledge of principles and practices of organization, planning, records management and general 

administration.  
§ Ability to operate standard office equipment, including but not limited to, computers, telephone 

systems, typewriters, calculators, copiers and facsimile machines. 

EDUCATION/EXPERIENCE REQUIREMENTS 

Bachelor’s degree from an accredited College or University. A minimum of ten years of related experience in 
Administrative Services. 

 


