Administrative Assistant 

Cross Cultural Ministries

Churches of God, General Conference


Summary:
The role of the Administrative Assistant (AA) is to assist the Director of Cross-Cultural Ministries (DCCM) and Assistant Director of Cross-Cultural Ministries (ADCCM) in the administrative work of Cross-Cultural Ministries (CCM). This will require a firm grasp of the beliefs, values, and strategy of the Churches of God, General Conference (CGGC) along with the role CCM plays in the overall strategy of the CGGC. The AA will ensure that the detail oriented work of CCM is accomplished and provide an initial contact point for communication in CCM.

Hours:

This position is full time with a normal work week of 30 hours. Occasionally, weekend and evening hours are required along with travel. The AA will be made aware of work outside of the normal schedule well in advance.

Compensation:

To be paid as an hourly wage on a bi-monthly basis.
Accountability Structure:
The person serving in this position is accountable for the performance of their duties to the CGGC office manager and ultimately to the Executive Director.  On a day to day basis this staff person, by the nature of their work, will relate to the DCCM. This position will be evaluated yearly to assess effectiveness and address job concerns. The employee or the CGGC may at any time request an additional evaluation and/or adjust the position description.

Qualifications:
Education: The AA shall have sufficient education to fulfill the responsibilities set forth below.

· A high school diploma or its equivalent shall be considered essential, but higher education will be considered a preferred asset.

Experience: The AA shall possess the requisite experience to fulfill their duties.

· Understanding of Windows 10 and Microsoft Office 2013.

· Understanding or willingness to learn to operate phones, printers, and fax machines.

· Understanding of or willingness to learn Shelby Systems database management, Wordpress, and MailChimp.

Capabilities: The AA shall exhibit the qualities for job success.

· Excellent oral and written communication skills.

· Ability to work under pressure and meet deadlines.

· Ability to control temperament and maintain confidences.

· Hospitality, reception, and customer service skills.

· Ability to work independently and to take initiative.

· Ability to work with others as a team player.

· Positive attitude and demonstrated skills to work with people of diverse backgrounds, cultures, and levels of education in a sensitive, tactful, and diplomatic manner.

The AA will be responsible for the following:
1. Coordinating mission trips and director trips: Responsible for handling and organizing the details of mission trips to various ministry fields. The AA will make various purchases for the CCM Directors and must be responsible for the use of the credit card and managing receipts. 
· Maintain and distribute updated schedules of mission trips.
· Register and track participant invoicing, forms, and payments.
· Handle confidential information.
· Manage calendars and schedules for the CCM Directors.
· Book flights, hotels, and rentals.
· Process Passport, VISA, and insurance for international travel.
· Manage receipts for payments.
2. Information and File Organization: Responsible for collecting and organizing filing systems, trip details, donor lists, and financial reports in both physical and digital manners.
· Maintaining physical and digital files in a logical fashion for accessibility by the CCM Directors when the AA is not present.
· Track Missionary donations and update financial needs regularly.
· Send Missionaries their Gift Listing every month.
· Keep the Haiti Sister Church donor list updated.

· Update the Bangladesh Children of Promise records.

· Update and mail out Missionary Prayer Cards to churches and contacts.

· Complete year-end reports for donors.

3. Communication and Promotional Management: Responsibility for creating, editing, and maintaining promotional material that is distributed digitally and physically. The AA is the primary contact for donors, team leaders, and missionaries who need information about the organization. They also maintain the CCM portion of the website and giving pages.  
· Request, edit, print, and mail missionary newsletters quarterly.
· Working in the CGGC office Shelby database to account for invoices, payments, donations, and donor information.
· Coordinate deputation trips for missionaries by booking speaking engagements, flights, lodging, and transportation.
· Create the Prayer Calendar for the Missionary Signal.

· Create and update all printed and digital materials for CCM.
· Store extra copies of the Missionary Signal and Share the Blessing.
· Send out CCM Updates to donors and churches.
· Mail thank you cards for donations made on someone else’s behalf.
· Correspond with affiliate missionaries.
4. Office Support: Responsibility for assisting the CGGC organization in successful day-to-day work such as unlocking the building, helping to set up for events, answering phones, helping with mail, and greeting visitors.
· Assist in answering phones, greeting visitors, and accepting deliveries
· Answer CCM inquiries via mail, email, and phone regularly.

· Update website details regularly.
· Process all foreign mail and packages for other countries.
· Help set up, manage, or tear down events
5. Coordinate Commission Meetings: Responsible for handling the details for CCM commission meetings and other meetings throughout the year. The AA may need to coordinate video or conference calls for persons unable to attend in person.
· Purchase snacks, beverages, and supplies for meetings.

· Organize meeting materials and send to commission members.
· Setting up, tearing down, and maintaining events.
· Setting up flights, hotels, and rentals as needed.
· Arrange video or conference calls for persons unable to join physically.
