
Executive Assistant/Executive Board Coordinator 

 
 

OPEN POSITION POSTING 
 

Opening Date:   July 3, 2019   Closing Date:  Until Filled  

 
Position Title:   Executive Assistant/Executive Board Coordinator 

 
Department/Division:  Associate Executive Director’s Office  

 
Job Type:  Regular Full-Time, Exempt  

 
Location:  7557 Rambler Road, Suite 1200, Dallas, TX  75231 

BASIC FUNCTION: The Executive Assistant/Executive Board Coordinator is responsible for the 

office operations of the Associate Executive Director (AED). Coordinates the dates, agendas, and 

materials for assigned staff meetings. Works with the BGCT Officers and Parliamentarian. Manages the 

online website for the Executive Board meetings regarding registrations, hotel, travel, and materials for 

meeting. 

 

Position description/objective: NOTE: Some descriptions may have more specific duties and/or 

goals and objectives attached to this form. Such attachments normally reflect unique aspects of specific 

locations, shifts, departments, etc. 

 

AED Office Responsibilities: 

*1. Effectively organize and carry out the work of the AED office. 

*2. Serve as the initial point of contact for requests from internal and external constituents, 

making decisions or directing to further resources as needed. 

*3. Effectively administer calls and requests for meetings and information. 

*4. Effectively plan and coordinate meetings as requested by AED. 

*5. Attend and note various meetings called by the AED as requested and needed. 

*6. Maintain current calendar and agenda for the AED, help keep AED fully aware of his 

schedule and accurately communicate schedule with others as required. 

*7. Coordinate travel arrangements as needed. 

*8. Effectively manage tasks and projects assigned by the AED; research, analyze data, and 

produce reports as needed. 

*9. Coordinate other meetings for the AED as needed. 

*10. Process check requests and reimbursements accurately and timely. 

*11. Process mail and other correspondence accurately and timely. 

*12. Attend meetings and participate in training as required. 

*13. Maintain compliance with BGCT policies and procedures, as well as all state and federal 

laws. 

*14. Perform other assignments and duties as required. 
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Ministry Council, General Staff Meetings, Monthly Chapel, Semi-Annual Staff Meetings 

*15. Schedule meetings, reserve rooms, collect and prepare agendas, communicate needed 

information.  

*16. Communicate and meet with assistants as needed. 

*17. Assist the AED as needed 

 

BGCT Officers and Parliamentarian 

*18. Prepare reimbursements and/or maintain credit card expenses. 

*19. Keep them updated on needed information. 

 

Executive Board (EB): 

*20. Work with AED and Committee Specialist on meeting dates. 

*21. Manage the EB online website updating information for each meeting. 

*22. Provide information to EB Directors on when and how to register for meetings. 

*23. Collect information for committee meetings from staff liaisons and assistants in order to 

prepare two-day schedule for EB directors. 

*24. Coordinate hotel rooms and travel for each EB director with the Meeting manager. 

*25. Work closely with assistants informing them of updates, how to post on website, how to 

schedule meetings, how to make hotel room and meal reservations, how to reserve the 

shuttle. 

*26. Schedule check-up meeting for EB Support Staff the week before each EB meeting.  

*27. Enlist and train volunteers as hosts and hostesses for the EB meetings. 

 

*All tasks are considered to be essential functions of the job 

 

POSITION REQUIREMENTS, KNOWLEDGE, SKILLS & ABILITIES:  NOTE:  These 

requirements represent minimum levels in order to perform the job on a satisfactory basis.  Candidates 

must have the ability to satisfactorily perform the essential functions of the job. 

 

  1. Active membership in church supportive of the BGCT during employment. 

  2. Commitment to Christian principles and teachings both professionally and personally, with an 

understanding and commitment to Baptist distinctives. 

  3. In-depth understanding of a comprehensive field of knowledge, generally acquired through an 

earned Bachelor’s degree or equivalent minimum of four years proven experience in related 

position, 

  4. Ability to maintain confidentiality. 

  5. Proficient client management skills. 

  6. Excellent listening skills, interpersonal skills, and relationship building skills.  

  7. Ability to establish and maintain effective working relationships with staff, vendors, churches, 

committees, organizations, etc. 

  8. Professionalism in the workplace to include professional and accurate communication with others. 

  9. Excellent demonstrated leadership skills necessary to appropriately influence people to achieve a 

desired outcome.  

  10. Proficient meeting planning skills.  

  11. Ability to take meeting minutes correctly.  

  12. Ability to work under pressure and meet deadlines effectively.  

  13. Ability to act independently and make independent decisions on tasks and items within the line of 

authority.  

  14. Excellent critical thinking skills.  
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  15. Excellent initiative in the workplace. 

  16. Ability to work effectively with the budget. 

  17. Basic financial and mathematical skills to perform basic addition, subtraction, multiplication, and 

division.  

  18. Excellent organizational skills; ability to multi-task; ability to re-prioritize tasks throughout the 

day as work is assigned.  

  19. Proficient ability to exhibit detail-oriented skills necessary to understand and manage a wide-range 

of information from a vast amount of entities. 

  20. Ability to travel to various geographic locations and some overnight stays. 

  21. Proficient ability to speak, read and write English; ability to speak clearly and make self-

understood in face to face interactions; to articulate with accuracy on the telephone; ability to hear 

and receive verbal instructions, answer phones, and proficiently communicate in situations with 

some background noise. 

  22. Although important, depth perception and field of vision (peripheral) are not as critical as the 

ability to distinguish small details and markings very near to the observer. 

  23. Ability to concentrate on fine detail with some interruption; ability to focus attention on tasks for 

45-60 minutes at a time on a continuous basis. 

  24. Ability to understand and relate to the theories behind several related concepts; ability to 

remember verbal and written tasks/assignments from a few hours to long periods of time. 

  25. Proficient working knowledge and ability to use various office software including, but not limited 

to, Microsoft Word, Microsoft Power Point, Microsoft Excel, Google email, Salesforce, Financial 

Edge, and internet skills.  
 

CONTACT:    Human Resources 
   Phone 214-828-5168 
   Fax  214-853-4257 
   Email hr@texasbaptists.org 
 
Texas Baptists is an Equal Opportunity Employer. 

mailto:hr@texasbaptists.org

