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Job Posting for Executive Assistant/Ad, Part-Time, W2
We are seeking for a part-time (up to 25 hours/wk), remote Administrative Assistant/Executive Assistant to join our small business. Firelight Supervision is a small, virtual business that provides clinical supervision and training to aspiring and licensed therapists, social workers and counselors. Located physically in Colorado and providing services remotely, we support the professional growth and development of mental health clinicians.
As Firelight Supervision grows and expands, and we need an experienced administrative/executive assistant to create and organize systems, support the Practice Owner, and provide excellent customer service internally and to potential customers.
Candidates should be authentic, independent, experienced, collaborative, and professional. This position requires daily remote work Monday-Friday, during work day hours (8am-5pm MST), with a somewhat flexible schedule within those parameters.
Job Requirements:
· 5-10 years of experience performing administrative tasks in a healthcare setting or similar environment
· Knowledge of medical, behavioral health, and clinical supervision terminology
· Proficiency with Google Workspace, Zoom, Stripe, Teachable, project management software, AI tools (e.g., ChatGPT), and scheduling programs
· Strong written and verbal communication skills
· Excellent organizational and time management skills, with attention to detail
· Ability to work independently, prioritize tasks, and make decisions autonomously
· Strong interpersonal skills and ability to work with a diverse group of individuals
· Previous experience in an Executive Assistant role and/or project management tasks preferred
· Experience working in small businesses preferred
· Certification in project management (e.g., PMP) or administrative assistance preferred
· Colorado residency required

Skills Needed:
· Interest in mental health counseling/healthcare
· Excellent customer service
· Organization skills and detail-oriented a must
· Responsible and independent
· Ideal candidates will have experience with websites, data collection and teamwork




Compensation and Benefits:
· This position is a remote W2/employee position
· Expected number of hours per week: 5-25
· Compensation is $25-30/hour, depending on experience
· Eligible for part-time employee benefits including Retirement Plan, Worker’s Compensation, and Sick Leave


Please send your cover letter and resume to:
Shannon Heers, LPC, CAS, ACS
Shannon@firelightsupervision.com
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