
Title: Administrative Professional II - Development - Western Region 

Campaign 

Full Time (40 hours per week), Day Shift, 8:00 am - 5:00 pm 

 

National Jewish Health seeks a detail-oriented, tech-savvy, proactive, and dynamic team player to join 

the Development team as an Administrative Professional II reporting to the Associate Vice President of 

Campaign and supporting the western regional fundraising activities of National Jewish Health.   

The ideal candidate will be a self-starter with exceptional organizational, time management and 

prioritization skills. An individual who is dedicated to accuracy, efficiency and thoroughness in their work 

will thrive in this position. In this role, there is an expectation to work collaboratively in partnership and 

in support of various Development team members. It is essential that the individual in this role is 

motivated to build strong, trusting relationships with their colleagues in order to support the team’s 

high-quality, meaningful work. The Development team operates under strict timelines to achieve 

ambitious goals and the successful candidate must thrive in an urgent and purposeful environment.  

The Administrative Professional II will have the opportunity to work with a large team of talented 

individuals committed to collective success. This is a multi-faceted role that will provide great exposure 

to the many aspects of an established Development team, including data reporting, project 

management, donor engagement and some event planning. The person in this position will also deliver 

critical operations support such as travel planning, staff reimbursements, meeting coordination and 

other day-to-day administrative matters for the Associate Vice President for Campaign and the people 

she manages. Outstanding professionalism, strong communication skills and confidence in working with 

data are a must.  

As the leading respiratory hospital in the nation, National Jewish Health is pioneering a new era of 

preventative and personalized medicine. By combining our efforts in comprehensive care, academic 

education and ground-breaking research, we’re able to develop treatments that help our patients live 

more productive lives. If you believe in Breathing Science is Life and are inspired to work alongside the 

team dedicated to building philanthropic support for this vision, we invite you to join our team. 

  

Position Summary 

Provides intermediate level direct support as Administrative Professional for departments with 

intermediate supervision. Serves as a liaison to various internal and external customers. 

 

Essential Duties     

1. Types correspondence, memos, reports, or other documents to include formatting documents, 

spelling and punctuating accurately, and proofreading.  

2. Assists in the development of spreadsheets, tracking tools, presentations, and speeches using 

the appropriate software. 



3. Answers, screens and routes phone calls, takes messages, schedules appointments, and 

manages calendars.   

4. Duplicates documents, processes and distributes mail, sets up and maintains filing systems.  Is 

responsible for trouble-shooting office equipment problems. 

5. Makes travel arrangements including transportation and hotel reservations, as directed. 

6. May be responsible for setting up conferences, seminars dinners or special programs.   

7. Orders supplies from internal and external sources and processes reimbursements and 

maintains records of these.   

8. May assist with the preparation of grants and contracts and routing of them for approvals. 

9. Acts as a team member providing back up for staff absences and vacancies, as needed or 

directed. 

Other Duties 

1. Performs other duties as assigned 

Supervisory or Managerial Responsibility     

None 

Travel 

None 

Minimum Qualifications 

Education     

High School diploma required. 

Work Experience     

2 years of administrative assistant or related office setting experience required. 

Special Training, Certification or Licensure     

None 

  

Important Notes 

 
National Jewish Health is a non-profit, non-sectarian institution and is a longstanding cornerstone in the 
Denver healthcare community.  National Jewish Health seeks to attract the best-qualified candidates 
who support the mission, vision and values of the Institution and those who respect and promote 
excellence through diversity. We are committed to providing equal employment opportunities (EEO) to 
all employees and applicants without regard to race, color, creed, religion, sex, age, national origin, 
citizenship, sexual orientation, gender identity and expression, physical or mental disability, marital, 



familial or parental status, genetic information, military status, veteran status or any other legally 
protected classification.  We are a tobacco and fragrance free environment. 
 
To be considered for the position please complete an application online in its entirety at 
https://pm.healthcaresource.com/cs/national/#/job/3852  
 

https://pm.healthcaresource.com/cs/national/#/job/3852

