
Executive Administrative Assistant 

                                                                                                                                                                 

Principle function:  The Executive Administrative Assistant will support the Executive Director, 

specifically, and the ministry, generally, in various capacities. Additionally, this individual will be 

the principal point of contact for guests and partners.   

 

Responsible to: Executive Director    Job Type: Salary/40hrs per week 

Location: IDES Headquarters, Noblesville, IN  Updated: August 5, 2021 

 

Responsibilities: 

 

1) Assist Executive Director with administrative duties 

 Draft memos, and prepare communications on the executive’s behalf 

 Managing the executive’s calendar, including scheduling, sending reminders and 

prioritizing the most sensitive matters while assisting in administrative functions of 

the ministry 

 Help keep long term projects on track  

 Ensure necessary IDES news/information is clearly communicated to IDES staff 

 

2) Serves in Various Receptionist Duties 

 Answer phone calls in a polite and professional manner 

 Welcome guests and direct them to the appropriate team member 

 Assist with receptionist duties and special projects as needed 

 

3) Performs General Office Management 

 General office manager duties including ordering and inventory of office materials 

and supplies 

 Oversee shipping needs 

 Assist in preparation of mailings 

 Oversee phone system 

 Monitor staff check-in/out 

 

4) Additional Responsibilities 

 Attend special events with or on behalf of IDES when necessary 

 Assist other team members with administrative when necessary 

 Any other duties that help drive IDES' Vision, fulfill IDES' Mission, and operate by 

IDES' Values 

 

Knowledge, Skills or Experience Required: 

 
- Proficient computer skills – Word and Excel 
- Excellent organizational and multitasking skills 
- Detail-oriented 
- Self-motivated, proactive, and forward-thinking 
- Confident personality and capable of being persistent when necessary 



- Diplomatic and tactful 
- Willingness to work with all team members 
- Excellent written and verbal communication skills- able to effectively facilitate 

communication with staff, churches, and volunteers 
- Ensure confidentiality and security of files and filing systems 

 


