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EXECUTIVE ASSISTANT  |  JOB DESCRIPTION

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

GENERAL DESCRIPTION OF DUTIES

This part time ministry position (20 hours) is an executive assistant to the Director of Beautiful 
International Women’s Ministry, part of Indigenous Ministries International in Colorado Springs, 
Colorado.  Our ministry focuses on reaching nationals through nationals with the Gospel. 

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 and Beautiful International in the general office and 
uphold all ministry policies, by insuring the highest level of office work

- Assist the director of Beautiful International Women’s Ministries in her position
- Work with donors and provide assistance and information on Indigenous Ministries 

and Beautiful International brand and history
- Assist with preparations necessary for international conferences and national events
- Make phone calls to donors, interested donors, churches and vendors
- Manage a variety of clerical and special projects in the office and nationally
- Help manage output, workflow, calendar and office deadlines
- Perform work related errands as requested such as going to the post office
- Perform other duties as assigned while multi-tasking, and positive reaction to change
- Demonstrated success working as a team with strong ethics
- Self starter, attention to detail, and organized with follow-through skills
- Excellent communication with interpersonal verbal and written skills
- Agreement with the doctrinal statement of IM found on website
- Available to travel 1 time per year internationally and nationally 2-4 times per year

REQUIREMENTS
- College graduate or associates degree
- 2-5 years’ experience in a professional office environment preferred 

OTHER SKILLS & ABILITIES

Position requires strong word processing skills in Pages, Numbers as well as 
organization, and efficiency.  Our office uses Apple equipment exclusively.

____________________________________________________________________________
15455 Gleneagle Drive, Suite 130, Colorado Springs CO 80921 * (719) 302-3028 * www.IndigenousMinistries.org

http://www.indigenousministries.org

