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ADMINISTRATIVE ASSISTANT  |  JOB DESCRIPTION 

Reply to: info@IndigenousMinistries.org and reference this job position in all 
correspondence.  
  
GENERAL DESCRIPTION OF DUTIES 

The Administrative Assistant is responsible for providing support to the Indigenous 
Ministries office with office and administrative needs. The ideal candidate will be 
experienced in handling a wide range of administrative tasks and must be exceedingly 
well organized, flexible, and enjoy ministering in a Christian environment. Sound 
judgement, an expert level of written and verbal communication skills, strong decision 
making ability, and attention to detail are critical. 
  
COMPENSATION   

This is a full time position and compensation depends on experience/industry standard 
  
QUALIFICATIONS 

Local candidates strongly preferred, position is in our Colorado Springs office. Available 
to work a flexible schedule of office, national and international travel, and the physical 
health to move easily and quickly between appointments, airports and countries.   
  
JOB DUTIES & RESPONSIBILITIES 

- Support Indigenous Ministries in the general office and uphold all ministry policies 
- Ensure the highest level of office work and interfacing with donors and international 

teams in line with Indigenous Ministries’ mission statement  
- Provide general support to the Office Manager and Upper Level Management 
- Contribute to a high-energy professional office environment  
- Work with donors and provide assistance and information on Indigenous Ministries 

brand and history 
- Make phone calls to donors, churches and vendors  
- Manage a variety of clerical and special projects including data entries 
- Help manage output, workflow, and office deadlines 
- Perform work related errands as requested such as going to the post office 
- Perform other duties as assigned 
- Available to travel 1 time per year internationally and nationally 1-3 times per year 
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REQUIREMENTS 

- Knowledgeable and enthusiastic about Indigenous Ministries 
- Demonstrated success working as a member of a team 
- Strong ethics and personal desire to grow 
- Ability to follow directions, quickly learn new procedures and processes 
- Strong organizational and follow-through skills  
- Excellent communication and interpersonal skills 
- High level of ownership, accountability, and initiative 
- Ability to multitask while maintaining a positive attitude 
- Willingness to go above and beyond when needed 
- Flexibility and positive reaction to change 
- Strong organizational skills that reflect ability to perform and prioritize multiple tasks 

seamlessly with excellent attention to detail 
- Strong interpersonal skills and the ability to build relationships with stakeholders, 

including staff and donors 
- Forward looking thinker, who actively seeks opportunities and proposes solutions 
- College graduate or associates degree 
- 1-2 years’ experience in a professional office environment preferred  
- Agreement with the doctrinal statement of IM found on website 
- Adherence with the IM dress code 
- Sign / agree to the confidentiality agreement 
- The ability to travel internationally with a current passport, no major health issues, 
- The ability to pass an FBI background check 
  
OTHER SKILLS & ABILITIES 

Position requires demonstrated applied skills in word processing in Pages, Numbers, 
organization, and efficiency.  Our office uses Apple equipment exclusively. 
  
The above information on this description has been designed to indicate the general 
nature and level of work performed by an employee in this classification. It is not to be 
interpreted as a comprehensive inventory, or all duties, responsibilities, and 
qualifications of employees assigned to this job. Management has the right to add to, 
revise, or delete information in this description at any time. 
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