
Committee Specialist 

 
 

OPEN POSITION POSTING 

 

Opening Date:  09/12/2019   Closing Date: Until Filled  

 
Position Title:  Committee Specialist 

 
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 Committee Specialist provides coordination, consultation, scheduling and arrangement of meetings, 

orientations, secretarial support and maintenance of records for BGCT committees, groups, teams, 

councils, trustee boards, and the Executive Board. 
 

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.  

*1. The primary function of this job is to evaluate the qualifications of prospective trustees, 
committee members and Executive Board directors based on an extensive understanding of the 
BGCT governance material. 

*2. Must be able to make independent decisions and determine qualifications of candidates for 
presentation to BGCT nominating committees. 

*3. Must use discretion and independent judgment to qualify committee candidates for presentation 
to appropriate nominating committees (Committee on Committees, Committee to Nominate 
Boards for Affiliated Ministries, Committee to Nominate Executive Board Directors). 

*4. Work with university presidents, hospital CEOs, and other human care executives to evaluate 
trustee boards to ensure that each board is in proper compliance based on the BGCT 
governance documents. 

*5. Responsible for managing the travel and operating budgets for BGCT committees, groups, 
teams and councils. 

*6. Must be able to understand the regulatory compliance issues related to the governance of the 
BGCT articles of incorporation, constitution, bylaws and policies. 

*7. Administer calls and requests effectively for meetings and information.  
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*8. Record minutes of committee meetings accurately. 

*9. Prepare and submit items to be printed in the BGCT Annual. 

*10. Organize and carry out the daily work effectively.  

*11. Negotiate with and work with hotels and other vendors proficiently to facilitate arrangements for 
meetings and other events as assigned. Secure approved vendors. Accurately review and 
process invoices for payment in a timely manner.  

*12. Work directly with Associate Executive Director and Executive Assistant/Executive Board 
Coordinator to prepare details for each Executive Board Meeting. 

*13. Coordinate and set up Executive Board meeting room. 

*14. Coordinate material preparation for Executive Board, committees, groups, teams and councils of 
the Executive Board. 

*15. Maintain official Executive Board roster. 

*16. Maintain adequate records of Directors, Trustees, Committees, Groups, Teams, Councils, such 
as contact information, terms of service, church membership and other data. 

*17. Provide assistance to Executive Board officers. 

*18. Work with Associate Executive Director to plan and prepare for meetings of convention 
committees. 

*19. Coordinate and prepare meeting material, including committee guidelines. 

*20. Regularly provide personal one-on-one consultation and communication between committee 
members, institution CEOs and their administrative assistants. 

*21. Act as liaison between committee members and staff and BGCT officers. 

*22. Provide assistance in committee travel arrangements. 

*23. Maintain official committee rosters. 

*24. Work with Associate Executive Director to provide orientation for elected BGCT and Executive 
Board officers. 

*25. Provide information as needed to enable officers to appoint various committees, including 
accurate guidelines and policies. 

*26. Send correspondence to appointees on behalf of the officers. 

*27. Assist with other special committee meetings assigned to Associate Executive Director. 

*28. Process check requisitions, invoices, credit card bills and travel expenses as required accurately 
and timely; maintain efficient record retention system for these documents. Maintain compliance 
with budgetary guidelines. 

*29. Conceptualize, prepare and proofread letters, memos, spreadsheets and other correspondence 
accurately and timely. 
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*30. Answer phones promptly and respond to requests in a timely manner. 

*31. Maintain accurate financial records according to procedures established guidelines set forth by 
financial services to include, but not limited to, retention of receipts and expenditures related to 
budget.  

*32. Work with co-workers effectively to meet timely objectives established for the successful 
completion of a project. 

*33. Schedule meetings appropriately and timely; notify attendees and others of meeting 
arrangements as needed.   

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

*35. Maintain compliance with the BGCT policies and procedures. Maintain compliance with all state 
and federal laws and regulatory requirements. 

*36. Perform other duties as required. 

 
*Task which is considered to be an essential function of the job. 

 

Required skills and experience:  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. 
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 field. 
Bachelor’s degree in related field highly preferred. 

4. Ability to effectively, positively, and sensitively communicate with the Executive Leadership of our 
universities, hospitals, foundations, and human care institutions. 

5. In-depth understanding of the complex BGCT committee system. 
6. Effective communication with the highest level of BGCT management, including elected officers 

of the Convention and Executive Board. 
7. Complete understanding of all BGCT governing documents, including constitution, bylaws, 

committee guidelines, and policies. 
8. Ability to make objective judgment using knowledge of guidelines and policies. 
9. Ability to maintain confidentiality. 

10. Proficient meeting planning skills.  
11. Ability to take meeting minutes correctly.  
12. Basic financial and mathematical skills to perform basic addition, subtraction, multiplication, and 

division.  
13. Ability to work under pressure effectively.  
14. Ability to relate to a diverse workforce and constituency in a professional and helpful manner. 
15. Ability to take initiative and make independent decisions on tasks and items within the line of 

authority.  
16. Excellent critical thinking skills.  
17. Ability to work effectively with the budget. 
18. Excellent organizational skills; ability to multi-task. Requires ability to re-prioritize tasks 

throughout the day as work is assigned. 
19. Proficient client management skills. 
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20. Ability to provide administrative support to more than one manager effectively.  
21. Proficient ability to exhibit detail-oriented skills necessary to understand and manage a wide-

range of information from a vast amount of entities. 
22. Proficient ability to speak, read and write English, preferably bilingual in English and Spanish. 
23. Work deals mostly with areas such as preparing and reading data and figures, reports; visual 

inspection involving small details. 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. 

24. Ability to speak clearly and make self understood in face-to-face interactions; to articulate with 
accuracy on the telephone; to hear and receive verbal instructions, answer phones and 
proficiently communicate in situations with some background noise. 

25. Ability to concentrate on fine detail with some interruption; ability to focus attention on tasks for 
45-60 minutes at a time on a continual basis. 

26. 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. 

27. Ability to establish and maintain effective working relationships with staff, vendors, churches, 
committees, organizations, etc. 

28. Professionalism in the workplace and accurate communication with others. 
29. Proficient working knowledge and ability to use various office software including, but not limited 

to, Microsoft Word, Microsoft Publisher, Microsoft Access, Microsoft Excel, Microsoft Outlook 
email 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

