
FLORIDA HEALTH PLANS 

 
JOB TITLE:  Administrative Assistant 
 
EDUCATION:                      A minimum high school diploma or equivalent; some college is preferred. 
 
EXPERIENCE: At least one (1) year of administrative experience. 
 
PHYSICAL REQ.: Light lifting and organizing may be required. Must be able to sit for a long period 

of time and be able to focus on detail.  
 
SPECIAL SKILLS: Must maintain a professional appearance and demeanor. Proficient in Microsoft 

Office- Word, Excel, and Powerpoint. Have Strong research skills. Knowledge of 
operating standard office equipment. Bilingual – not required, but preferred. 

.  
 
JOB SUMMARY: Perform a wide range of administrative and office support activities, as assigned, 

to facilitate the efficient operation of the Agency. 
 

ADMINISTRATIVE ASSISTANT JOB RESPONSIBILITIES: 
 

1. Exhibits polite and professional communication in person and via phone, e-mail, and mail. 

2. Answers phone calls, schedules meetings and provides customer service. 

3. Performs clerical duties to include but not limited to typing, copying, scanning, data entry, etc. 

4. Carries out administrative duties such preparing and/or modifying emails, reports, presentations, and 

other documents. 

5. Assists with the recruiting and contracting of prospective agents and employees through 

communications including, but not limited to sending, receiving, and processing contracts, 

documentation, and other requirements.  

6. Track and maintain office and marketing supplies. 

7. Maintains Company and Client confidentiality and agrees to sign a binding Non Disclose Agreement for 

the protection of Company, Employee, Client, and other sensitive information. 

8. Any other duties assigned. 

 
 
Florida Health Plans promotes an equal employment opportunity workplace which includes reasonable 

accommodation of otherwise qualified disabled applicants and employees so long as this does not create an 

undue hardship on the company or affect the health and/or safety of others at work.  Please see the Principal 

should you have any questions about this policy or these job duties.  This job description may not be all 

inclusive and employees are expected to perform all other duties as assigned and/or directed. Job descriptions 

and duties may be modified when deemed appropriate.  

 
 
Signature:_________________________________________  Date:______________________ 


