
 

 

 
 
 

Literature and Teaching Ministries 
 
Financial Administrative Assistant: 
         Hours: 20/hr week (possibly more as ministry expands) 

Starting Date: November 28th, 2022 
         Wage: TBD 
 
What is LATM? 

Literature and Teaching Ministries is a Joplin based ministry that helps national church 
leaders and missionaries worldwide publish Christian books in their languages so their people 
find, follow and serve Jesus. We’ve been at this for 30 years now and over that time we’ve 
partnered with over 40 different field partners in 85 languages, publishing over 1400 projects, 
equaling 2.65 million copies, on every continent but Antartica. We help leaders publish the 
literature resources they need to both evangelize and disciple the people around them as they 
lead atheists, Muslims, Hindus, Buddhists, communists and nominal Christians in their own 
languages to become Christ’s disciples!  
 
Personal: 

● Must be a committed follower of Jesus Christ, including a solid and historically 
orthodox belief in the Word of God and its authority in the life of the  
individual Christian and the church 

● Self-motivated 
● Highly organized 
● Utterly detail oriented 
● One who takes and follows directions well 
● Utmost integrity and trustworthiness with money 
● Pleasant in attitude and personal presentation 
● Affable in conversation with others 
● Pleasant to talk to on the phone 
● Good communication skills 
● A team player 
● Represents organization well when visitors (and employees) come in to the LATM 

offices 
 
Technical: 

● Skilled in use of Microsoft Word and Excel 
● Experience in using donor/member management systems is a plus 
● Knowledge of or aptitude to learn various apps needed for achieving job goals 
● Background in world missions is a plus 

 
 
 



 

 

Position Title: Financial Administrative Assistant (Donors, Income and Expenses) 
 
Accountable to: Executive Director of LATM 
 
RESULTS STATEMENT: I am accountable for producing the following result: 

To support the effective operation of the organization by providing information and 
services related to donor database management, [mail processing], banking transactions, 
accounts receivable, accounts payable, and mailings. 
 
RESPONSIBILITIES  
 
Strategic (the “What”): 
 

1. Assists with processing of payroll and human resources documentation, reports and 
relevant correspondence 

2. Processes all donations and relevant accompanying documentation, reports and 
correspondence (bounced check, declined credit card, etc.), formats and prints all 
requested reports and correspondence 

3. Manages donors, income, and expenses 
4. Assists with board report production, distribution and archiving 
5. Assists with processing all liability payments and all accompanying documentation, 

reports and correspondence,  
6. Maintains all organizational legal documentation: managing all permits, licenses, 

registrations and government tax documents as needed 
7. Assists with special mailings 
8. Processes all gifts, receipts, deposits, expenses, reports and correspondence related to 

Latin American Team Ministries 
9. Interfaces with LATM staff as appropriate for the efficient and effective accomplishment 

of the above 
 
Tactical (the “How”): 
 

1. Receives and processes all employees’ requests for medical expense reimbursements 
with bookkeeper 

2. Receives from bookkeeper and mails all payments to employees’ retirement accounts 
3. Updates and maintains all legal documents related to employees’ records 
4. Records all donations in donor database, prints and mails receipts.  
5. Maintains relevant donor information in the database 
6. Deposits all donations and other income in bank account, passing accompanying 

documentation on to bookkeeper for recording in accounting software (QuickBooks) 
7. Creates and processes all fund transfer documentation for bookkeeper to make 

appropriate bank account transfers and accounting entries 
8. Manages financial receipts and reports for American Express and personal 

reimbursement for organizational purchases 
9. Assembles and formats the various parts of the board report into an integrated 

document, and then prints, files and distributes it to board, staff and archives 
10. Receives and processes all invoices and expense reports for payment and recording by 

bookkeeper 



 

 

11. Opens mail, records donations, prints and mails receipts/TYs and reports all 
transactions to bookkeeper for Latin American Team Ministries 

12. Participates in regular staff meetings, retreats and Zoom calls 
 
STANDARDS: 
 
Position Specific (the “How much” or “How often”): 
 
 * All of the standards specific to this position are spelled out in great detail in the 
Financial Administrative Manual. See especially the Checklists for time-specific tasks on pages 
1-5. 
 
Organization-Wide: 

1. All work will be done in a manner consistent with LATM’s core values and purpose. 
2. Every team member is a servant and a steward. Christ is our master and all our work 

will be done as unto Him, with a spirit of humility and a desire for excellence. 
3. Jump to and show initiative in pursuing opportunities with a “can-do” attitude. 
4. Always be open to learn, be inquisitive and curious about the tasks and people you get 

to associate with. 
5. Respond to partners’ and team members’ emails and phone calls/texts promptly and 

consistently. 
6. Minimize personal distractions at work to stay focused, increase efficiency and build 

momentum. 
7. Attire and appearance will reflect professional care and effort. 
8. Some client and organization information is strictly confidential and should not be 

shared outside the organization. 
9. Always treat supporters, field partners and customers with courtesy, kindness and 

attentiveness.  
10. Remember, you can never be too grateful or too accountable! 

 


