
Western Theological Seminary 
Job Description 

 
Job Title  Executive Assistant 
Department  President’s Office  
Reports to  President 
Work Schedule  Full-time  
Date   July 2021 
 
Summary of Responsibilities 
In support of the mission of Western Theological Seminary to “form women and men for faithful Christian 
ministry and participation in the Triune God’s ongoing redemptive work in the world,” the Executive 
Assistant, a member of the president’s senior staff, provides executive-level administrative assistance for 
the projects, assignments, and activities of the Office of the President. The Executive Assistant 
demonstrates commitment to continuous quality improvement, outstanding service to internal and 
external seminary stakeholders, and an overall standard of excellence and service. 
 
Essential duties and responsibilities (Other duties may be assigned) 

• Assist the president on projects that are under the direct oversight of the President’s Office, 
including but not limited to the strategic plan, development campaigns, diversity initiatives, and 
other projects. 

• Facilitate the efficient utilization of the president’s time through development and coordination of 
a calendar of appointments, meetings, social engagements, and seminary and community 
functions. 

• Coordinate meetings, logistics, correspondence, advance preparation of materials, follow up 
activities, and coordination of the president’s activities that are directly related to the Leadership 
Team. 

• Assist the President in collaborating with the Dean and Vice President of Academic Affairs, the 
Vice President of Finance and other members of the Leadership Team in the execution of 
seminary’s strategic plan, annual goals, and day-to-day operation. 

• Work with members of the Leadership Team to prepare materials necessary for the President to 
fulfill his or her duties, including representing the President at events, activities, meetings, and to 
constituent groups as required.  Assist with and manage communications between the President 
and the seminary faculty, staff, and students, as well as donors and other outside constituents. 

• Promote the seminary’s hospitable and welcoming environment by greeting and receiving visitors 
to the President’s Office, responding to inquiries from diverse seminary constituents, providing 
authoritative information regarding seminary policies or decisions, referring inquiries or problems 
to the appropriate office or person, resolving problems, and following up to determine the 
inquirer’s satisfaction with the response. 

• Serve as a liaison between the President and other seminary administrators to coordinate and 
resolve problems and issues related to administrative matters of an internal and external nature. 

• Coordinate and host institution-wide special events hosted by the Board of Trustees or the 
President’s Office, including Board meetings and dinners, Town Hall meetings, Community 
Retreat, and President’s gatherings. 

• Supervise the work of the Administrative Assistant & Event Coordinator. 
 
 



Knowledge and abilities 
• Strong organizational skills 
• Strong verbal and written communication skills   
• Experience handling confidential and time-sensitive information 
• Ability to prioritize work demands, and work independently with minimal direction 
• Ability to work collegially and contribute to the overall success of the department and seminary 

 
Qualifications 

• Demonstrable mature Christian faith and commitment to ministry and service 
• Bachelor’s Degree or equivalent experience required 
• 3-5 years of work experience that includes evidence of strong communication, organizational, 

customer service and problem solving skills 
• Proficient in Microsoft Office and Google Suite applications 
• Experience working with contact database 


