Research and Administrative Assistant

The Health Care Cost Institute (HCCI), in Washington, DC, is seeking a Research and Administrative Assistant to support the Institute’s private sector health insurance claims-based research efforts.  HCCI is an independent, nonprofit entity committed to creating the nation’s most comprehensive source of information on health care costs and utilization, and promoting research on the drivers of escalating health care costs and utilization in the U.S. As the first effort of its kind to create and maintain a regularly updated repository of commercial health care cost information, HCCI’s mission is to promote independent research and analysis on the causes of rising US health spending; to provide policy makers, consumers, and researchers with better, more transparent information on what is driving health care costs; and to help ensure that, over time, the nation is able to get greater value from its health spending.

Coordinate the Activities of the Institute’s Two Standing Committee Meetings - 50%
Support the Institute’s two standing committees (Scientific Review Committee and Data Integrity Committee) and Board of Directors by coordinating: agendas; meeting materials; minutes; logistics; documents and correspondence; hotel, travel and expenses; and outreach and communications. 

Project Support - 25%

As a research assistant/associate, support the Executive Director and Director of Research’s efforts to fulfill the Institute’s research goals, perform research and data analysis as directed, contribute to the Institute’s scorecards and reports.  

Office Administration - 25% 
Perform routine office duties and tasks as assigned and maintain Institute’s website and listserv.
The position reports to the Executive Director and requires a broad range of skills and experience including, but not limited to: 

· Bachelor's degree (master’s degree preferred but not required)

· Economics major or substantial training in mathematics, computer programming, or statistics
· Knowledge of Microsoft Office and graphics software

· Ability to maintain Website and listserv

· Must be well organized with excellent attention to detail and be able to work independently and as part of a team
· Good interpersonal skills 

· Interest in health policy issues 
For more information on the Institute, please visit www.healthcostinstitute.com.

HCCI provides competitive salary and benefits including a 403B retirement scheme with employer contribution, health insurance, and other benefits. To apply, please send a resume, cover letter highlighting your qualifications, and salary requirements to healthcarecostinstitute@gmail.com.

