
 
Health Policy Assistant 

The Health Policy Institute of Ohio, a small Columbus-based nonprofit organization, seeks a full-

time health policy assistant.  Specific responsibilities include: 

 Assist policy team with research and analysis 
 Assist in the management of survey activity 
 Maintain current knowledge of state and federal health policy issues  
 Cultivate collaborative relationships with key stakeholders 
 Assist with writing policy briefs, reports, etc. 
 Create charts, graphs and other tools  
 Manage and provide administrative support for projects 
 Assist with meeting and event logistics 
 Prepare mailings and correspondence 
 Manage advisory group and committee databases and lists  
 Schedule and track meetings for President and policy team 
 Compile packets and materials 
 Assist with proposal writing and grant reporting 

The ideal candidate will have: 

 Passion for HPIO’s mission of providing the independent, nonpartisan and unbiased 

information and analysis needed for sound health policy 
 Experience with health policy, analysis, and project management  
 Competent writing skills, including an ability to identify and review material from a 

number of sources, then synthesize and summarize that information in a succinct, 

compelling manner appropriate for policy makers and lay audiences 
 Well-developed verbal communication and interpersonal skills  
 Strong proficiency in the use of technology and PC applications, especially Microsoft 

applications (Word, Excel, PowerPoint and Outlook) 
 Excellent attention to detail 
 Experience working with a team 
 Strong multi-tasking ability 

Candidates for the health policy assistant position should have a minimum a bachelor’s degree 

in a relevant field, with advanced degree preferred. Salary will be commensurate with 

experience and qualifications. Benefits include health insurance and retirement benefits.  More 

information about the organization can be found at 

http://www.healthpolicyohio.org/. Interested candidates should send a letter with a curriculum 

vitae/resume to President, Health Policy Institute of Ohio, at arohlingmcgee@hpio.net with 

“Policy Assistant Position” in the subject line by Friday, January 30, 2015.  
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