
 
 
 
 

Title:  Executive Assistant & Project Manager  Schedule: Regular, Full-time 
Department:   Communications & Marketing  FLSA:  Exempt 
Reports to: Chief Communications Officer 
 
Ministry Function: 
The Executive Assistant and Project Manager supports the ministry of Convoy of Hope by 
providing administrative leadership to the office of the Chief Communications Officer(CCO). 
This individual will provide administrative management for the CCO and project management 
for the Communications & Marketing team. The latter will include: management of a variety 
of creative and functional projects, clear and timely communication with in-house clients, 
ability to manage dozens of projects and timelines at one time, and the ability to multi-task. 
The big idea is to ensure that the team’s projects are run professionally and efficiently, while 
creating accountability with team members and clients, and cultivating strong relationships 
across the board. 
 
Key Responsibilities include, but are not limited to: 

1. Manages the daily activity and operations of the CCO’s office which includes: 
Managing the CCO’s emails – helping prioritize and assure deadlines are met; 
coordinating meetings and appointments as requested; screening and responding to 
incoming calls and correspondence; preparing agendas, minutes and presentation 
materials for meetings; processing and tracking billing and expense reports for CCO; 
and performing administrative duties such as archiving, filing, ordering supplies and 
copying documents.  

2. Demonstrates independent decision-making ability on behalf of the CCO by providing 
leadership and oversight of assigned projects, assuring deadlines are met and 
collaborating on creative and functional tasks with appropriate team members. 

3. Assists team leaders with all phases of projects including: strategy, concepts, 
presentation, outside communications, production and delivery. 

4. Serves as a project leader and ambassador on a variety of projects. 
5. Oversees ticket and Basecamp systems. 
6. Serves as a liaison between Communications & Marketing team and other teams, 

vendors and freelance workers. 
7. Reviews (on behalf of CCO) all travel arrangements for the entire team. 
8. Communicates daily with team to confirm administrative tasks are in order. 
9. May occasionally write — and or travel domestically and internationally — for various 

communication channels. 
10. All other duties as assigned. 

 
 
Required Knowledge, Skills, and Abilities: 

1. Associate’s degree preferred; High School diploma or equivalent required. 
2. 2+ years experience in administrative or project management roles. 
3. Ability to use Mac programs, including but not limited to G-mail, Microsoft Word, 

PowerPoint and Excel proficiently. 
4. Excellent verbal and written communication skills for conveying the communications 

work of CoH within the organization, with partners and with our target audience. 

MINISTRY DESCRIPTION 



5. Experience with Basecamp (or similar) project-management system preferred. 
6. A professional, resourceful and determined style with the ability to work 

independently and is comfortable in a close-knit team-oriented setting.  
7. Strong organizational skills and ability to handle concurrent, multiple job tasks. 
8. Excellent interpersonal communication and relational skills. 
9. Ability and willingness to travel domestically and/or internationally on an infrequent 

basis. 
10. 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.  

11. Ability to positively represent the Communications & Marketing teams, ministry of 
Convoy of Hope, including its mission statement and core values, to all outside 
constituencies. 

12. 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:  No supervisory responsibilities at this time.  
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