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JOIN OUR TEAM!

Administrative Assistant Il - Intermediate Level

Core Functions: Experienced / intermediate level Administrative
Assistant role. Providing office operation support, answering phone
calls and making proper referrals. Performs routine clerical and

administrative functions such as drafting correspondence, scheduling

appointments, data entry, filing, updating databases, or providing
information to callers. Prepares and formats reports, presentations,
program materials, and other documents as necessary using the full
suite of office productivity software.

Requirements: High School education and/or Associate’s degree

Portland Maln Office:
9035 SE Foster Rd., Portland OR 97266
Phone: 503-872-8822 Fax: 503-872-8825

Administrative Assistant | - Junior Level

Core Functions: First level Administrative Assistant role. Working

under direct supervision, performs administrative support and
clerical duties (data entry, record keeping, filing, etc.) for the
organization and may assist with special projects or other
department activities. Provides office operation support, answers
phone calls, great clients/visitors in a friendly and inviting manner.
Requirements: High School Diploma or Associate’s degree plus

0-2 years of related experience; Bilingual in English and one Asian
Language.

20242 H2H

plus 2-4 years of related experience; Bilingual in English and one

Asian Language.
Salary: $46,301-$52,229

Salary: $39,520-$45,760

EMPLOYEE BENEFITS

* Paid Holiday / Vacation / Sick Leave
* Health / Dental / Vision Insurance
* 403(b) Retirement Plan

HOW TO APPLY

Human Resources Generalist

Human Resources Generalist handles tasks related to payroll,
recruitment, new hire onboarding, employee termination;
Maintains employee files and HR related records; Ensures human
resources functions comply with federal, state, and local
regulations; Employee benefits related tasks such as health/dental
insurance enrollment and retirement plan.

Qualifications: Bachelor’s Degree; 3 years of HR experience;
Ability to manage sensitive and confidential information;
Knowledge of federal/state employment laws; Proficient in
Microsoft Office Suite.

* Submit your application form, resume, and

cover letter to jobs@ahscpdx.org
(Application Form Available via Our Website @
www.ahscpdx.org)

Salary: $54,080-$64,480

Mission: To be the bridge between Asian and American cultures and build a harmonious community
Vision: To reduce health inequity and improve care quality for all Asians
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| T4 2PM-5PM

L 10:30PM Lunar New Year Eve Service GA7\858XK) SAT & SUN | ®BhaiAEt - MW
-8 12:30AM 4 9:00AM-12PM Liang Imperial Repentance dharma
| T4 2PM-5PM Service °
02/10/24 GA7N) SAT | $iEH)— FNinSBEHGELT - FEIITISES - 09/09; 09/10; 09/11, REEW (EQE E F1+8H)
4 10AM-12PM Celebration of Maitreya Buddha's 2024G8—> — > = aIkEt - NEW
B-day and Happy New Year. Mon, Tue & Wed Liang Imperial Repentance dharma
E4 9:00AM-12PM Service °

02/17/24 G&EFN) SAT
B8t 6PM-11PM

RBREX - B2,

BEES -
({B¥BFEXRL) 0ffering Ceremony for
Buddha and Celestial Guardian

09/14/24 GEFX) SAT
L 9:30AM-12PM
| T4 2PM-8PM

Flaming

PP /HIbSO EmE, RE -

Mouth Dharma Service °

02/18/24 (GEBE) SUN
4 8:30AM-12PM
Celestial Guardian

HBXRBEREE - Bt BT - Lt
0ffering Ceremony for Buddha and

09/15/24 (BB) SUN
4 10AM-12PM

=t A AV
-Chanting - 88 Buddhas -

03/24/24 (GEB) SUN
4 9:30AM-12PM
Dharma Service °

NNGSEREDE | B
Avalokitesvara Bodhisattva & Ching-Ming

REBVERED -

10/20/24 (5BB) SUN
L 10 AM-12PM

NNBS
Avalokitesvara Bodhisattva dharma
service °

EEHRic=0 -

03/31/24G8B) SUN
L 9:00AM-6PM

RERHSE - BRE , R E-
Amitabha Thrice yearning Dharma service °

10/27/24 (BB) SUN
4 9:30AM-12pm

FNInEEEHFERD
Medicine Buddha Dharma service °

05/12/24 (G@B) SUN
L4 10AM-12PM

NMEPERED - BHEE -
Shakyamuni Buddha's B-day dharma service °

11/03/24 (BB) SUN
4 9:30AM-12pm

F ORI ERRED -
Amitabha Buddha Dharma service °

07/21/24 (6@B) SUN
L4 10AM-12PM

BEEENERES

Avalokitesvara Bodhisattva dharma service °

11/10/24 (58B8) SUN
L 9:00AM-6PM

RETHSE - BRE - R E-
Amitabha Thrice yearning dharma
service °

08/4 = 09/01, 2024
(8588- Five SUN)

4 9:30 AM-12PNM dharma Service °

CERTHRH-ZHREBEES
Lunar July - Ksitigarbha Bodhisattva

01/02/2025 (588) SUN
L 9:00AM-12PM

NmEENLEH mED @ HigNWK) /
INBRES --- ( BNEERR)
Shakyamuni Buddha's Enlightenment
Day/ Year End offering for Buddha
and Celestial Guardian °
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Portland Chiropractic Clinic, LLC
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Dr. Kevin Chang .
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