
 

JOB DESCRIPTION 
 

TITLE:  Administrative Assistant, Validation Review 

 

DIVISION/DEPARTMENT: Managed Health & Long Term Care Services 

PREPARED BY: HH 

FLSA Classification: Hourly 

EMPLOYMENT TYPE:  Limited term (9-12 months)  

WAGE & BENEFITS:  $15-16/hour depending on training, experience, etc.; $500 project 

completion retention bonus; 3% Employer Pension contribution; no paid time off benefits.  

FTE(s): 2.0 at 30-40 hours/week each 

 

POSITION SUMMARY 
Under the supervision of the Assisted Living Bureau Director, Bureau of Assisted Living, this 

position supports the work of the field staff, answer questions about the process and facilitate the 

delivery of the field reviewer’s validation review to appropriate parties 

 

Regularly work with: 

 Daily, works under the direction of the Assisted Living Bureau Director, Division of 

Quality Assurance, DHS, Madison, WI 

 Bureau of Assisted Living, Division of Quality Assurance, DHS staff  

 

Positions that report to this position: None 

 

Key responsibilities: 

Assist Project Director with scheduling, contacting others, information gathering, 

computer support, conference call set-up, filing, etc.  

Independently develop, maintain, and update several databases, worksheets, etc.  

Prepare evaluation and progress reports for internal and external customers.  

Make travel arrangements for staff.  

Prepare and distribute meeting agendas and notes.  

Schedule appointments.  

Maintain filing systems.  

Draft and prepare correspondence.  

Screen/handle incoming phone calls.  

Open and prioritize correspondence.  

Attend staff meetings.  

Develops and implements quality control methods and procedures to assure consistency, 

reliability, and accuracy of completed validation review packets as prescribed by 

department policy and procedures.  

The coordinator also will track the date the plan of correction/remediation plan is due 

back to the Regional Office.   

Provide back-up support to the other Administrative Coordinator  

Other duties as assigned. 

 

CORE ORGANIZATIONAL COMPETENCIES 



Teamwork:  Demonstrates respect and achieves cooperative relationships in fulfilling the 

vision and mission of MetaStar. 

Communication: Demonstrates good interpersonal skills with all whom they interact. 

All communications, verbal and written, should demonstrate a commitment to customer 

service and excellence.  Effectively sends, receives, and responds to requests while 

maintaining a high level of confidentiality. 

Initiative:  Committed to and performs quality work contributing to the vision and 

mission of MetaStar.  Assumes responsibility and accountability for his/her actions.  

Meets the challenges of a changing environment, is timely in meeting job responsibilities 

and strives to provide excellent customer service.  Values accomplishments and shows 

enthusiasm and pride in the organization.  Demonstrates a self-directed work effort.  

Develops goals for professional growth and strives to achieve those goals. 

Customer Service:  Demonstrates a commitment to courteous, sincere, and sensitive 

customer service.  Presents a positive and caring attitude in all interactions.  Is patient, 

tolerant, accepts diversity and presents a positive image of themselves and MetaStar in all 

personal and telephone interactions. 

Quality Improvement:  Demonstrates a commitment to quality and excellence.  Solves 

problems through critical evaluation of data-based information and continuous 

improvement efforts.  Can accurately identify and diagnose issues, identify alternatives, 

implement a plan, evaluate and communicate results. 

 

QUALIFICATIONS/REQUIREMENTS: 
 Three  or more years of previous administrative-level support experience 

 Good working knowledge of MS Word, Excel, Project, PowerPoint, and Visio (in order 

of importance) 

 Good working knowledge of Microsoft Outlook 

 Excellent organizational skills 

 Excellent note taking and writing skills 

 Excellent documentation skills 

 Ability to be flexible 

 Ability to effectively prioritize 

 Ability to learn software programs 

 Ability to work well independently and with others 

 Ability to work simultaneously on multiple tasks, projects, etc. 

 Ability to communicate effectively both orally and in writing  

 Ability to navigate the Internet efficiently and effectively 

 Pleasant telephone manner 

 Valid Operator’s License and Insurability 

 

OTHER: 
The primary duty station for this job is the  Southern Regional Office, 4th floor East 3319 West 

Beltline HWY, Madison, WI 53713-4217 

 

Send resume and cover letter to jobs@metastar.com or mail to: 

MetaStar, Inc., c/o HCBS Administrative Assistant, 2909 Landmark Place Madison, WI 53713 



 


