
 

 

 
Veterinary Executive Administrative Assistant  
 
Position Summary 
 
The primary purpose and function of the Veterinary Executive Administrative Assistant 
is to provide proactive, responsive and efficient executive-level administrative and 
project support to the Hospital Administrator and to the Medical Director, enhancing the 
effectiveness of the Administrators’ time and efforts. This position carries the 
responsibility of prioritizing high volume of demands placed by the Medical Director and 
Hospital Administrator and require a broad range of skills, and ability to exercise 
judgment, initiative, discretion, and independence while striving under a significant 
amount of ambiguity and change. The Veterinary Executive Administrative Assistant 
works closely with the Hospital Administrator with the organization of the non-
management staff and participates as team member with the leaders and the 
associates of the Winslow Animal Hospital.  
 
This position is a very important leadership position for the business. The success of 
fulfilling this position is dependent on displaying a positive attitude, knowing and 
promoting our core values amongst the team whenever necessary, and interacting with 
all staff members in an unbiased manner.  
 
Schedule: Will work approximately 36-40 hours per week. The duration of work shifts 
and days scheduled will be determined based on assigned projects, staff schedule, and 
possibly additional variables relating to business operations. Some night and weekend 
hours should be expected.  
 
Reports to: Hospital Administrator, primarily and Medical Director. 
 
 
Job Responsibilities 
The following job responsibilities are not intended to be absolute or limiting in scope.  
 
Marketing Coordinator Duties: 

 Create and utilize a marketing plan. All marketing efforts should be undertaken to 
intentionally build/maintain the practice reputation 

 Create seasonal marketing efforts (i.e. monthly focus, seniors, heartworms, dental 
month, holidays, seasons, etc.) 

 Assist with e-mail marketing and community outreach events.  

 Create a social media plan which organizes future entries on multiple social media 
platforms including but not limited to Facebook, Instagram, Google+, Pinterest, 
Twitter, etc. 

 Identify/organize community events relevant to the practice marketing (ie: referral 
hospitals) and community outreach goals.  

 Take pictures of interesting cases, practice happenings, etc. regularly in the practice.  

 Manage content and design on website, etc.  

 Monitor and promote positive online reviews and respond to all types of reviews in a 
timely manner via Google alerts.  



 

 

 Ensure all search engine listings are up to date and optimal. 

 Keep all appropriate printed advertising supplies current and well stocked. 

 Create and maintain blog site. 

 Create or oversee all blog entries; minimum entry is monthly. Share blog entries on 
website and social media. Email e-newsletter when applicable.  

 Track client interest/preference of various marketing platforms and report to Hospital 
Administrator quarterly.  

 Keep Hospital Administrator apprised of any/all failed marketing efforts or negative 
outcomes. Communicate with Hospital Administrator and Medical Director all 
marketing plans and results monthly. 

 Promote our online pharmacy and be able to provide assistance with client orders 
when necessary. 

 Promote the services of any client communication tool the practice with the use of e-
mail or Vetstreet.  

 
Human Resources: 

 Assist with the new employee orientation. 

 Assist with the receptionist and technician training in coordination with the CSR/ 

Technician Team Leaders and provide on-going skills improvement assessments for 

all customer service staff. 

 Assist with maintaining the personnel folders to ensure proper record keeping, and 

documentation.  

 Assist with executing / managing team building activities. 

 Assist with the creation and delivering the staff meetings. 

 Maintain CE records for staff and help organize CE opportunities. 

 Coordinate staff services scheduling and discounts. 

 Work with the Front Office Manager and Technician Supervisor to ensure the 

receptionist and technician / assistant training programs are optimal. 

 Monitor the employee accounts receivable to ensure timely payments.  

 
Inventory: 
 Record how many times inventory counts are conducted per year and obtain the 

respective reports for the physical counts. Record the data and make sure there is 

proper record keeping.  

 
Payroll/PTO hours and Employee Pet Discount to ADP: 

 Responsible for obtaining all employees hours worked per week, reconcile the Paid 

Time Off report, report doctors’ production and hourly staff wages to  ADP Total Source 

bi-weekly. 

 Responsible for reviewing and revising the employees’ pet discount in Avimark and 

report the discount to ADP Total Source.  

 
Performance Monitoring: 

 Will assist with the database regarding certain practice “key performance indicators” 

 Will perform workflow audits on medical visits. 



 

 

Reporting Results: 

 Will be required to submit weekly and/or monthly management reports detailing 
various practice performance results and additional summaries regarding job tasks. 

 
Special Projects: 

 May be assigned to lead various on-going projects intended to improve the 
infrastructure and promote growth for the practice. 

 Create, maintain, and edit standard operating procedures (SOPs) for the practice 
and be willing to train the appropriate team members. 

 Increase knowledge of internal IT environment, equipment, and support resources 

 Become an internal support resource for Avimark. 

 Help manage the execution of facility repairs and improvements.  
 
 
Personal Conduct Requirements 

 
Behavior and Ethics: 

 Positive and professional behavior must be conducted at all times with the best 
interest of the business in mind. 

 Foster collaborative relationships with other team members and avoid participating 
in any activities that may promote disharmony in the work place.  

 Diversion of business from the practice is not tolerated. 

 Critical and unique data relating to operations, finance, and performance of the 
practice is always kept confidential.  

 
Educational Requirements & Skills Needed 

 
Educational and Experience Requirements: 

 Associate’s  or Bachelor’s degree in any business, communication, and/or scientific 
discipline is strongly preferred 

 Significant experience in the veterinary industry; prior experience in veterinary 
customer service is strongly preferred.  

 
Skills Needed: 

 Computer literacy, Knowledge of Word, Excel, e-mail, simple graphic design etc.   

 Ability to sit long periods of time at a computer, handling money transactions and 
financial issues.  

 Ability to multi-task and having confidence to deal with stressful situations are 
required skills. 

 Project a positive attitude of respect and collaboration. 

 Our team is expected to maintain a happy and positive attitude towards our clientele 
and co-workers. 

 Superior customer service is viewed as a critical competitive advantage that 
Winslow Animal Hospital always strives to maintain and improve. The performance 
of all employees is expected to reflect this. 

 
 
 



 

 

 
 
Reasoning Ability:  

 Ability to apply common sense understanding to carry out instructions furnished 
in written, oral or diagram form.  

 Ability to deal with problems involving concrete variables in standardized 
situations.  

 Ability to examine situations in a neutral manner to determine the best course of 
action for the whole and not just an individual.  

 
Physical Obligations: 

 Able to lift patients and carry equipment up to 40 pounds; ability to lift patients or 
carry equipment over 50 pounds with assistance. 

 Endure sitting, standing and walking on hard floor surfaces for extended periods. 

 Ability to type information for patient records and prescription labels into the 
computer. 

 Able to work in noisy work conditions with sounds from animals and equipment. 

 Take safety precautions for exposure to toxins, drugs, anesthesia and radiation. 

 Specific visions abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception vision, and ability to adjust and 
focus.  

                                                         
Amount of Time Spent on Task  

 
 

Amount of Time Spent on Lifting Amount 
 

Lifting 
Amount 

None Less than 1/3 1/3 to 2/3 More than 2/3 

Up to 10 
pounds 

   X 

Up to 25    X 

Task None Less than 
1/3 

1/3 to 2/3 More than 
2/3 

Stand    X 

Walk    X 

Sit    X 

Use hands to finger, handle, or 
feel 

  X  

Climb or balance  X   

Stoop, kneel, crouch, or crawl   X  

Talk or hear    X 

 
 

    

Taste or smell   X  



 

 

pounds 

Up to 50 
pounds 

 X   

Up to 100 
pounds 

 X (with 
assistance) 

  

Over 100 
pounds 

X  
 

  

 
Work Environment:  
The work environment characteristics described here are representative  
of those an employee encounters while performing the essential functions of this job. 
The noise level in the work environment is usually loud and noisy at times.  
 

Community Outreach Involvement is a job requirement at Winslow Animal 
Hospital  
Being involved in community outreach can be at the local level, offering educational 
programs and assistance to clients in the community. This job involves educating clients 
in veterinary related activities/ programs, some staff members and sometimes 
volunteers. The position focuses on contact with our existing clients and potential clients 
in the community by first-hand delivery of Winslow Animal Hospital 
information/veterinary related education. The position may include planning and 
development of various marketing programs to promote Winslow Animal Hospital.  This 
position may also serve as a liaison between other organizations within the community 
that share similar goals. 
 
Participation in all events each year is required. 
 
 
 

Acknowledgement Signature:  ______________________________________  
 
 Date: ________________ 
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