Health Admin Assistant — Functional Medicine & Wellness 
Position: Health Admin Assistant
Clinic Type: Holistic • Functional Medicine • Wellness • Integrative 
Status: Part-Time (20 hours a week) to Start, Will become Full Time in future 
Location: Huntsville TX
About Us
Stillness Inflammation & Wellness Center is a modern Christian based functional medicine and wellness clinic focused on root-cause, inflammation reduction, metabolic wellness, hormone optimization, preventive care, and patient-centered healing. We combine evidence-based medicine with holistic approaches to help patients improve long-term health and quality of life.
We are building a compassionate, organized, and growth-oriented team dedicated to creating an exceptional patient experience.
Position Summary
We are seeking a reliable, compassionate, and highly organized Health Administrative Assistant who is passionate about wellness and holistic health. The ideal candidate is professional, detail-oriented, tech-savvy, and comfortable supporting both virtual and in-clinic operations. You would be the face to welcome every client at the center. 
This role will help create a welcoming and efficient patient experience while assisting providers with clinical and administrative tasks.
Responsibilities
· Room and prepare patients for visits
· Assist provider with lab specimen collection: blood, urine, and hair samples
· Coordinate appointments and patient follow-ups
· Manage patient communication through phone, text, and patient portal
· Perform administrative duties including scheduling and chart preparation
· Maintain accurate EMR documentation
· Support wellness programs and patient education initiatives
· Assist with inventory and clinic organization
· Ensure compliance with HIPAA and clinic protocols
· Coordination of Front Desk, check in, appointments, and greeting guest
· Administrative assistant to owner including but not limited to: office management, assist with marketing, creating patient handouts, ect
Qualifications
· Certified Phlebotomist (REQUIRED) 
· Experience in primary care, wellness, functional medicine, integrative medicine, or concierge medicine preferred
· Strong interpersonal and communication skills
· Comfortable with technology and EMR systems, 
· Comfortable with Christian values, beliefs, and holistic preceptive 
· Interest in nutrition, inflammation reduction, preventive care, and holistic wellness
· Ability to multitask in a startup environment
· Professional, positive, and patient-centered attitude
What We Offer
· Supportive and positive clinic culture
· Opportunity to grow with a new and expanding practice
· Wellness-focused work environment
· Competitive pay based on experience
· Employee wellness benefits
· Meaningful work helping patients improve long-term health
How to Apply
Please send:
· Resume
· Brief introduction about your healthcare experience and interest in functional medicine
· 3 References (if appliable) 

