
 

Executive Administrator 

Reports to the Executive Director 

Job Description  

This position is primarily responsible for providing assistance to the Executive team including: overseeing the donor 
development calendar, marketing material publications, special event planning and implementation, webpage 
development, managing donor CRM database, maintaining integrity of Google Drive, coordination of administrative 
volunteers and the Administrative Office duties 
 

Major Responsibilities 

Core duties and responsibilities include: 

 Planning and maintaining the Development Calendar and overseeing its timely implementation   
 Planning and directing development and communication of information designed to keep public, supporting 

churches and donors informed via various communication streams - direct mail, Mailchimp emails 
 Assisting in the planning, coordination, and implementation of special events such as fundraisers (banquet and 

golf tournament), other major donor and celebration events and similar activities (contact venues, caterers, 
coordinated volunteers, etc.)  

 Assisting Executive in the implementation of expansion goals and projects 
 Assisting Executive in communications with all staff and volunteers - keeping them updated on all events, 

activities, developments and changes 
 Assisting with and ensuring timely grant request writing and submissions 
 Overseeing webpage integrity, maintenance, development and edits 
 Maintaining and updating office documents including Policy & Procedures manual and forms, etc. 
 Conserving Executive's time by reading, researching, and routing correspondence; drafting letters and 

documents; collecting and analyzing information; initiating telecommunications 
 Maintaining Executive's appointment schedule by planning and scheduling meetings, donor engagement 

meetings and lunches etc. 
 Maintaining Cool Focus mailing lists and database integrity 
 Assisting Finance Manager in tracking donor activity, such as event sponsorship and response to special appeals 
 Attending to phone calls from donors, responding to the emails received from donors and others  
 Maintaining updated  antivirus and other software programs on all computers 
 Maintaining share drive integrity 
 Answering phone calls 
 Communicating with Social Media Coordinator for content and messaging 
 Receiving and sorting mail and sending bulk mailings through USPS 
 Coordinating service on the copier/printer 
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