
 

 
Job Title:     Executive Assistant  
 
Position Status:   Part-Time, 24 hours per week 
 
Employee Classification: Non-exempt 
 
Regular Work Hours:  Generally, Tuesday-Thursday, 8am – 4pm 
 
Staff Supervisor:   Executive Director 
 

POSITION SUMMARY  

Shelter KC - A Kansas City Rescue Mission is a Christ-centered organization located in Kansas 

City Missouri. SKC provides a full range of services to poor and homeless people in our 

community, empowering them to reach their full potential. We are seeking an energetic and 

highly motivated individual to join our team as Executive Assistant. This person will report to 

SKC’s Executive Director and provide overall project management and organizational support 

for the ministry.   

The ideal candidate for this position is an organized, flexible, detail-oriented, multi-tasker, 

capable of taking on administrative and project management roles. They should be able to take 

direction, take initiative, give attention to detail, possess excellent follow-up and people skills 

and have the ability to track multiple projects simultaneously.  

The position is full-time with benefits. SKC’s seeks to employ individuals whose beliefs are in 

alignment with our Christian based beliefs, our mission, vision and values and who have a heart 

for serving the poor. (Please refer to our website for further information 

https://www.shelterkc.org/about ).  

 

  

PRIMARY RESPONSIBILITIES 

• Serve as assistant to Executive Director, maintain files, answer phones, host visitors, 

draft policies, prepare documents, manage calendar, and other duties as assigned. 

• Prepare materials for quarterly board meetings, facilitate board communication and act 

as recording secretary. 

• Be responsible for all internal communications, fellowship, and training events 

(coordinating with Executive team) 

• Coordinate Executive team meetings (keep group on task) 

• Serve as project team leader as assigned (Example: Citygate Network Accreditation) 

• Provide inter-department communication support.  

https://www.shelterkc.org/about


• Assist in scheduling use of building rooms and maintaining organization calendar. 

• Support Executive Director and Development Director in Media relations. 

• Represent SKC in the community as needed. 

 

EXPERIENCE: 

The ideal candidate will have experience in administrative support, project management, non-

profit management, and communications. 

 

QUALIFICATIONS 

• 2-3 years professional administrative support experience 

• Familiarity with Microsoft Word, Excel, Outlook, and Publisher 

• Proficient typing skills 

• Excellent phone, communication, and interpersonal skills 

• Capacity to manage and organize information confidentially 

• Ability to multi-task, well organized, accurate and meet deadlines 

• Dependable with a positive attitude, servant leadership mentality 

• Able to sit for long periods of time, climb stairs and lift-up to 20 lbs.  

• Ability to work in a fast-paced environment. 

• Support SKC in its ministry to evangelize and disciple the lost. 

 

APPLICATION INSTRUCTIONS 

Interested applicants should submit a questioner to: 

https://www.shelterkc.org/about/employment/ 

  

COMPENSATION  

$22 per hour / Part-time Tuesday, Wednesday, and Thursday (24.00 hours per week) 

 

 


