
 
 
 
 

Title:     Executive Assistant     Schedule:  Regular, Full-time  
Department:  Office of the President      FLSA:  Non-exempt 
Reports to:     Senior Vice President/Chief Operations Officer  
 
Ministry Function: 
The Executive Assistant supports the ministry of Convoy of Hope by providing administrative 
support and office coordination to the President and Senior Vice President/Chief Operations 
Officer. 
 
Essential Duties and Responsibilities: 

1. Performs a complex, diversity of administrative and office coordination duties, including, but 
not limited to, composing correspondence, compiling reports, word processing and spreadsheet 
creation. 

2. Handles a high volume of work with accuracy and maintains flexibility and efficiency to deal 
with changing priorities. 

3. Acts as point-of-contact for President and COO, including handling and distributing confidential 
mail, email, telephone calls and faxes. 

4. Prepares agendas and takes meeting minutes as assigned. 
5. Prepares presentation materials as assigned. 
6. Prepares expense reports for the President and COO. 
7. Arranges meetings and conference, as well as hosts visitors and guests. 
8. Manages and coordinates Executive calendars, travel arrangements and scheduling. 
9. Manages confidential information in a professional manner. 
10. Interacts with staff at all levels of the organization in a gracious and supportive manner. 
11. Performs other duties as assigned. 

 
Required, Knowledge, Skills, and Abilities:  

1. Bachelor’s Degree preferred; High School diploma or equivalent required. 
2. At least one year working in a non-profit or relevant experience is beneficial. 
3. Experience making travel reservations and arrangements. 
4. Strong telephone, oral, and written skills. 
5. Ability to exercise discretion and independent judgment with respect to prioritization of and 

recommendations on appointments. 
6. Proficiency in word processing and keyboarding (typing a minimum rate of 60 words per 

minute). 
7. Strong organizational and filing skills. 
8. Thoroughness and careful attention to detail. 
9. Ability to perform essential job functions above. 
10. Ability to work cooperatively and courteously with others. 
11. Temperament to communicate with a variety of personalities in a tactful, pleasant, and 

professional manner. 
12. Thorough knowledge of office administration, policies, practices, and procedures. 
13. Thorough knowledge of office computer applications. 
14. Thorough knowledge of office equipment & machines. 
15. Serve as an advocate for the ministry, striving to nurture, broaden and develop financial and 

other resource opportunities to support and expand organizational and program ministry.  
16. Ability to positively represent the ministry of Convoy of Hope, including its mission statement 

and core values, to all outside constituencies. 

MINISTRY DESCRIPTION 



17. As a Christian organization, Convoy of Hope believes it is critical that each staff member 
embraces the organization's religious purposes for which it exists and not only agrees with its 
Statement of Faith but demonstrates it in their lives on an ongoing basis. 

 
Supervisory Responsibilities:   None at this time 
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