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 Works directly with staff to prepare progress reports on NIPA Program development and 
management.  

 Must be skilled at using Microsoft Word and Excel. 

 Designs and maintains office filing systems for the NIPA Program and three full-time 
staff. Ensures well maintained document and work organizing system, to facilitate easy 
use and reference by office staff. 

 Arranges and coordinates meetings (including space and equipment); researches, 
assembles and coordinates meeting materials (e.g. charts, graphs, reports); writes 
minutes of meetings, prepares expense accounts. 

 
 Handles NIPA phone line intake calls from NIPA participants, routes calls to appropriate 

staff, tracks resolution of calls for data reporting to Healthcare Advocate and the 
Exchange. 
 

 Develops reports and maintains database. 

 
Competencies 
Comfort with and effective working at a fast pace in an often demanding environment. 
Ability to deal with ambiguity 
Strong organizational skills 
Attention to detail 
Ability to manage projects from start to finish with little oversight 
Work effectively on tight deadlines 
Team player 
 
 
Preferred Qualifications 
4 years administrative assistant experience above the routine clerk level  
High School diploma or GED 
Very skilled at Microsoft Office software, particularly Word and Excel, Access and PowerPoint. 
 
This is a durational position ending April 30, 2014 
 
 
Please reply by sending a cover letter and resume no later than September 6, 2013 to: 

HRinbox.cthix@ct.gov   
 
 

Access Health CT is an EEO and Affirmative Action Employer 
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