[image: Text

Description automatically generated]

JOB DESCRIPTION: Administrative Assistant 

GENERAL DESCRIPTION
Goal: 	The administrative assistant is responsible for supporting the local director, this may include mailings, typing, record management, filing, communication support, and event management.
Overview: 	The administrative assistant shall be a born-again believer who feels called of God to the ministry of child evangelism and to the specific role of office administration in non-profit ministry.
Employer: 	Child Evangelism Fellowship of Indiana, Inc.
Immediate Supervisor: 	The chapter’s local director
Supervises:	Subordinate office staff or volunteers
Evaluation: 	Completed by the chapter local director
Type of Position: 	This is a part-time or full-time, NON-EXEMPT employee that is paid on an hourly basis.

REQUIRED SPIRITUAL QUALITIES – The office staff member must:
1. Acknowledge Christ as personal Savior and seek to live life as His disciple.
2. Believe the Bible to be the inspired, the only infallible, authoritative, inerrant Word of God – our standard for faith and practice.
3. Be in whole-hearted agreement with and support of the Statement of Faith for Child Evangelism Fellowship® and be willing to sign the Ministry Compliance Agreement.
4. Actively participate as a member in good standing at a local, evangelical church that has a statement of faith in agreement with the Statement of Faith of Child Evangelism Fellowship.
5. Love the local church and other Christian organizations and value them as ministry partners.
6. Have a demonstrated love for Jesus Christ and prayer, and an unquestionable passion to reach children with the Gospel.

REQUIRED PERSONAL AND MINISTRY COMPETENCIES
*Local director will give specific details about the skills and competencies necessary for this position based on chapter needs.
Administrative and Organizational Skills – The office staff member will:
1. Answer phone, check voicemail, and relay time-sensitive information to CEF® staff in a timely manner.
2. Assist people that come to the CEF office.
3. Ensure that all CEF policies and procedures are followed.
4. Keep work area tidy and help keep office common areas picked up.
5. Demonstrate proficiency in Microsoft Office and Teams, CRM tools, and graphic design tools.
6. Secure locations to conduct the various CEF ministries.
7. Run errands as necessary (post office, bank, shopping for supplies, etc.) per director request.
8. Update CRM tool with donor or prayer supporter information.
9. Attend local staff meetings and other chapter meetings, trainings, or fundraisers as necessary.
10. Manage time wisely, prioritizing effectively.
11. Be available occasionally for evening or weekend responsibilities.
12. Create social media and marketing files as needed.
13. Assist Director with tasks as needed including event management and planning.
14. Write and send communications.
15. Work with staff to manage ministry calendar.
16. Assist in relationship building with churches, volunteers and financial partners
17. Oversee updates to prayer team.
Big Picture Thinker – The office staff member will:
1. See the ministry of CEF from its local, state, national, and international perspectives to fully understand its mission.
2. Gain an understanding of how your work relates to CEF’s overall mission.
3. Provide input to the CEF staff when requested in the areas of budgeting, developing ministry, recruiting staff or volunteers, building community relationships, or finding donors. 
Coaching and Mentoring – The office staff member will:
1. Monitor any volunteers, interns, or CYIA™ students who are working on specific tasks in the office, helping them to be successful in their endeavors.
Commitment to Personal Development – The office staff member will:
1. Demonstrate an understanding of and support for CEF policies and procedures.
2. Seek opportunities to master new knowledge.
3. With the guidance of the local director, set specific goals for personal development and works toward reaching these goals.
4. Separate evaluation from criticism, coping with feedback.
Communication – The office staff member will:
1. Keep home church aware of CEF’s ministries and raise prayer support.
2. Have good oral and written communication skills, including correct spelling, grammar, and punctuation.
3. Have good interpersonal skills, showing an understanding of the other person’s interests, needs, and concerns.
4. Work with CEF staff to design and mail/email various newsletters, prayer updates, flyers, and forms.
5. Keep chapter website and social media accounts updated with testimonies, events, and prayer requests.
6. Write thank-you notes for personal and ministry financial and prayer supporters and to volunteers.
Influence and Conflict Resolution – The office staff member will:
1. Involve others in a process or decision to ensure their support.
2. Consider objectives and desires of all parties and strive for a God-honoring, win-win solution.
3. Report unresolvable conflicts to the local director for continued help with resolution.
Integrity, Character, and Attitude – The office staff member will:
1. Meet everyday stress with emotional stability, objectivity, and optimism, maintaining self-control.
2. Demonstrate honesty, keeping commitments, and behaving in a consistent manner.
3. Respectfully submit to and be loyal to constituted authority.
4. Be teachable, willing to grow and improve.
5. Respect the confidentiality of information and concerns shared by others.
6. Be a model of God’s ideal of servant leaders.
7. Recognize his/her own mistakes and take measures to correct them.
8. Demonstrate a generous heart with time, talents and resources.
9. Remain flexible and understanding of ministry schedule changes.
10. Be self-motivated, reliable, and trustworthy.
Leadership – The office staff member will:
1. Understand that the foundation of ministry is prayer and lead by example in being committed to participating in the growth of an effective local prayer program.
2. Make effective decisions and fulfill responsibilities through prayer and achieve desired results.
3. Keep supervisor informed of progress, issues, and potential problems.
Planning and Analysis – The office staff member will:
1. Provide local director with feedback on training and overall ministry effectiveness and work together to provide improvement when necessary.
2. Use planning and organizational skills to create efficient and effective procedures in the CEF office.
Goal Orientation – The office staff member will:
1. Identify and pursue desired outcomes for projects and meetings.
2. Continue to work toward achievement of goals in the face of obstacles.
Team Player – The office staff member will:
1. Be able to identify and encourage others to serve God in this ministry.
2. Be able to work independently but be willing to work with a team.
3. Display friendliness and a good sense of humor.
4. Display courtesy and patience in dealing with others.
5. Seek out others involved in a situation to learn their perspectives.
6. Be tactful, compassionate, and sensitive, and treat others with respect.
7. Be willing to take on tasks.
8. Be willing to compromise when appropriate.
9. Acknowledge and thank people for their contributions in completing work.
10. Be supportive of other chapters, the state ministry, and CEF and the USA department.
Job Function Skills – The office staff member will:
1. Assist and participate in ministry fundraising activities.
2. Fulfill the purpose of Child Evangelism Fellowship.®
3. [bookmark: _Hlk124331340]Support and pursue the vision of the state board and USA Ministries as well as CEF’s Six Culture Points.
4. Abide by the USA Operations and Policy Manual and the Indiana Staff Member Policy Manual.
Values Diversity – The office staff member will: 
1. Make an effort to appreciate and understand the uniqueness of the community.
2. Demonstrate respect for people, regardless of race, gender, disability, lifestyle, or viewpoint.
3. Foster an environment in which people who are culturally diverse can work together.
4. Seek to understand the perspective of others when disagreeing with them and respond appropriately.
*In addition, other qualities, competencies, or specific duties as assigned by local director

As a religious organization, CEF is permitted and reserves the right to prefer employees or prospective employees on the basis of religion.  

I have read and agree to comply with this job description, the Indiana Staff Member Policy Manual, and the USA Operations and Policy Manual.

______________________________________		_________________________
Signature						Date Signed

______________________________________		_________________________
Printed Name						Position Start Date
Child Evangelism Fellowship of Indiana, Inc.
P.O. Box 473 Versailles, IN 47042 • (812) 599-2864 • State.Office@CEFindiana.com • www.CEFindiana.com
image1.png
CEF

CHILD EVANGELISM
FELLOWSHIP®

Since 1937 Reaching children worldwide™

®




