
 

 

 

Building a world of health around every individual 

 

 

REMOTE JOB DESCRIPTIONS FOR AVAILABLE POSITIONS 

In the following sections, we will provide a detailed overview of the job description, outlining key 
roles and responsibilities, expected working hours, and pay ranges. These positions are available 
for both interns and graduates eager to develop their skills and contribute effectively to our 
organization. A variety of adjustments may be needed, depending on the market conditions and 
the organizational needs. Selected candidates will undergo a two-month probationary period to 
ensure a mutual fit. We encourage motivated individuals to apply and take this opportunity to 
grow within our team. Further details will clarify what you can expect as part of this role.  
Thank you for your interest! 
 

Position: Remote Executive Assistant 
We are seeking a skilled Remote Executive Assistant to provide high-level administrative support 
to our executive team. In this role, you will be instrumental in enhancing productivity and 
streamlining operations. 
Key responsibilities include: 

• Managing complex calendars and scheduling appointments 
• Preparing and organizing meeting agendas and minutes 
• Coordinating travel arrangements and itineraries 
• Drafting and editing correspondence, reports, and presentations 
• Handling confidential information with discretion 
• Conducting research and compiling data for decision-making 
• Liaising with internal and external stakeholders on behalf of executives 
• Monitoring and responding to communications promptly 
• Assisting with project management and tracking deadlines 
• Implementing organizational systems to improve workflow 

Work hours: 20-40 hours per week (full-time / part-time) 
Salary ($): 24.70/hr - 29.40/hr 
 
 

Position: Remote Project Management Assistant 
We are seeking a detail-oriented Remote Project Management Assistant to support our project 
management team. In this role, you will assist in coordinating project tasks, tracking progress, 
and ensuring deadlines are met. 
Key responsibilities include: 

• Assisting with project planning and scheduling 
• Maintaining project documentation and records 
• Communicating with team members to gather updates and status reports 
• Organizing meetings, taking minutes, and following up on action items 
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• Monitoring project timelines and identifying potential delays 
• Helping to prepare project presentations and reports 
• Supporting budget tracking and resource allocation 
• Conducting research as needed to inform project decisions 
• Utilizing project management tools to streamline workflows 
• Collaborating with cross-functional teams to ensure project [text cuts off] 

Work Hours: 20-40 hours per week (full-time / part-time) 
Salary ($): 24.40hr - 28.60/hr 
 
 

Position: Remote Administrative Assistant II 
We are looking for a proactive and organized Remote Administrative Assistant II to join our team. 
In this role, you will provide comprehensive administrative support to ensure smooth operations. 
Key responsibilities include: 

• Managing calendars and scheduling meetings for executives 
• Preparing and editing correspondence, reports, and presentations 
• Handling inbound communications and directing inquiries appropriately 
• Maintaining organized files and databases for easy access 
• Coordinating travel arrangements and itineraries 
• Assisting with budget tracking and expense reporting 
• Supporting project management tasks and team initiatives 
• Conducting research and compiling data as needed 
• Implementing office procedures to enhance efficiency 
• Collaborating with team members to support various projects and administrative tasks 

Work hours: 20-40 hours per week (full-time / part-time) 
Salary ($): 19.50/hr - 24.00/hr. 
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