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JustFaith Ministries 

Administrative Assistant 
 

Mission Statement: JustFaith Ministries forms, informs and transforms people of faith by offering programs and 
resources that sustain them in their compassionate commitment to build a more just and peaceful world.   
 
The staff of JustFaith Ministries is committed to being a faith community working in partnership 
with each other to see that the work of JustFaith Ministries is accomplished and instilled with the 
integrity of the Gospel.  Love, reverence, and collaboration are the qualities sought from members 
of the staff team. 

 
Job Title:   Administrative Assistant 
 
Classification: Part-time, non-exempt; 15-hours a week averaging 3 hours five days a week. 
 
Salary Range: $16 - $20/hour 
 
Reporting Relationships:  Reports to Director of Business Administration 
 
Position Overview: The Administrative Assistant is the initial point of contact for the public 
(phones), maintains communication and filing for the board of directors, and performs routine 
development, business, and human resources administrative tasks. 

 
Specific Responsibilities: 
 
Act as first point of contact (25%) for the public through answering of phones, maintaining phone 
message, checking the phone mailbox dialy, forwarding messages and calls to appropriate staff 
members. 
 
Provide support to the Board (10%) for Executive Director and President including conference calls, 
emails notifications, filing, and other events.   
 
Performs routine administrative tasks to support Development (10%) including coordinating mailings to 
donors, generating thank you letters as requested, and other administrative tasks.  
 
Specific Business Operations Tasks (25%) 
Provide back up to Book & Video Manager, for office equipment and maintenance needs,  
registration process, and  board meeting planning during times of absence or unusually high volume 
periods. Maintain historical records by filing. Organize staff birthday and other office celebrations.  
 
Other duties as assigned by Executive Director. (5%) 
 
Qualifications: 
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 High school graduate with office experience. 

 Advanced computer skills, including expertise with Microsoft Word, Excel, and Gmail. 

 Understanding of and commitment to social justice. 

 Knowledge of and experience with JustFaith Ministries and its programs is desirable. 

 High level of confidentiality with sensitive material. 
 
Skills/Values: 

 Flexible team-player with the ability to effectively prioritize and juggle multiple projects. 

 Achiever with exemplary planning and organizational skills, along with a high degree of 
detail orientation. 

 Innovative problem-solver who can generate workable solutions. 

 Exceptional listener and communicator who effectively conveys information verbally and in 
writing. 

 Pleasant demeanor and desire to be of service to external contacts and customers. 

 Enthusiastic learner eager to meet challenges and quickly assimilate new concepts. 

 Self-confident, aware individual with the ability assimilate into a highly-functioning, complex 
work group. 

 


