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Second Presbyterian Church, Indianapolis: Position Description
POSITION TITLE: Executive Assistant
Reports to: Executive Director Effective: 7/1/2026
Updated: 7/7/2026
Directly Supervises: N/A Status: F/T
FLSA: Non-Exempt

Job Summary:

Second Presbyterian Church is seeking a highly organized, proactive, and detail-oriented Executive Assistant to
support the Executive Director with daily operations, communication management, project coordination, meeting
support, organizational accountability, and operational follow-through. This role is ideal for someone who thrives in
fast-paced environments, communicates professionally, manages multiple priorities well, and can help bring
structure, organization, accountability, and consistency to operational workflows. The Executive Assistant will play a
key role in supporting executive operations, ministry coordination, strategic initiatives, change management, and
administrative execution across multiple departments and projects.

—




Essential Functions:

Executive & Administrative Support

Manage calendar scheduling, meeting coordination, and appointment follow-up.
Assist with drafting, proofreading, and organizing emails and communications.
Help prioritize daily operational tasks and follow-up items.

Coordinate Zoom/Teams meetings and virtual logistics

Organize and maintain digital files, shared drives, and documents.

Prepare meeting agendas and supporting materials.

Assist with executive scheduling and workflow organization.

Meeting & Committee Support:

Take meeting notes and track action items, decisions, and follow-up needs.

Maintain follow-up lists and accountability trackers for operational projects and leadership meetings.
Send reminders and follow-up communication regarding deadlines and outstanding items.

Assist with scheduling recurring meetings, committee meetings, and staff touchpoints.

Support preparation for Executive Team, Operations Committee, and strategic planning meetings.

Track committee and leadership follow-up items to ensure operational continuity.

Executive Operations & Organizational Support

Assist with maintaining executive follow-through systems and tracking organizational priorities.

Monitor action items, unresolved operational needs, and implementation timelines across departments.
Support cross-department communication and coordination related to operational initiatives and projects
Assist with rollout coordination, training logistics, and implementation tracking for organizational systems and
initiatives.

Help prepare operational summaries, dashboards, reports, and leadership updates.

Support organizational accountability by helping track deadlines, deliverables, and follow-up items.

Assist in organizing communication flow, requests, and operational priorities for the Executive Director

Project & Operations Support

Track operational projects, deadlines, and implementation timelines.

Support organizational rollout projects, including ROCK implementation and operational initiatives.
Assist with vendor communication and follow-up.

Maintain trackers for ministry projects, operational goals, and departmental progress.

Support event coordination and staff logistics as needed.

Assist with documenting SOPs, workflows, and operational procedures.

Help support change management and organizational transition initiatives.

Communication & Workflow Coordination

Follow up with staff and ministry leaders regarding outstanding items and deadlines.
Assist in creating systems for improved communication and organization.

Help maintain consistency across workflows, forms, and processes.

Provide light data entry and database support.

Track pending approvals, invoices, contracts, and operational requests.

Assist with operational communication and information flow across departments.




Organizational Support

Assist with documents, operational forms, and policy updates.
Help organize training materials and internal documents.
Support special projects as assigned by the Executive Director.

Assist with ministry coordination and administrative organization across operational areas.

Minimum Qualifications:

Preferred Qualities:

Strong organizational and time management skills

Excellent written and verbal communication skills

Ability to manage confidential information professionally.

Self-starter with strong follow-through and problem-solving ability

Comfortable working independently

Strong attention to detail and ability to manage multiple priorities.

Experience with Google Workspace, Microsoft Office, Zoom, and project management tools preferred.

Administrative, executive assistant, nonprofit, church, operations, or project coordination experience
preferred.

Calm under pressure

Professional and relational communication style
High level of discretion and emotional intelligence
Adaptable and solutions-oriented

Strong follow-up and accountability mindset




e Able to anticipate needs and assist with operational organization proactively.

e Comfortable supporting multiple projects and personalities simultaneously

Core Competencies:

Hospitality: Generates a sense of hospitality by his or her very presence; communicates a sense of warmth,
openness and approachability; fosters natural connections between members of the congregation and with
visitors; supports a culture of welcoming and belonging in the life of the congregation.

Spiritual Maturity: Shows strong personal depth and spiritual grounding; demonstrates integrity by walking the
talk, and by responding with constancy of purpose; is seen by others as trustworthy and authentic; nurtures a
rich spiritual life; seeks the wisdom and guidance of appropriate mentors; is able to articulate a clear and
consistent theology.

Disclaimer:

The above is intended to describe the general nature and level of work being performed by people assigned to this
classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of
personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from
time to time, as needed. This job description is subject to change at any time.




