
Executive Assistant 
Intern Position Description 

 
POSITION SUMMARY 
The Executive Assistant is responsible for the day-to-day administrative support of Aletheia as 
well as assisting leadership in administrative tasks. This is a part-time paid internship position 
that could be upgraded to a part-time staff position with more hours and potentially a full-time 
position as Aletheia’s physical and staff needs grow. Prior to the completion of this internship 
on July 31, 2019 this position will be reevaluated, and determination will be made what will 
need to be added or adjusted to meet the current and future needs of Aletheia. The executive 
assistant must whole-heartedly support the vision and mission of Aletheia Tampa and relish the 
opportunity to work toward their fulfillment. 
 

DUTIES & TASKS  
The executive assistant will be responsible for the below duties and tasks. These are not all-
encompassing and may be adjusted as needed.  
 

- Leads church internal ministry operations activities ensuring sound operational impact 
and strong management. 

- Manages Sunday morning events ensuring all resources are created and provided. 
- Ensures all events at Aletheia are managed and run effectively within the vision of each 

event. 
- Creates and executes marketing plan for Aletheia’s yearly calendar and events. 
- Manages weekly Whiteboard strategy sessions with Aletheia staff and key leaders. 
- Manages Aletheia’s Office ensuring office and cleaning supplies are stocked, office 

cleaned, checks Aletheia’s mail delivered to the office on a daily basis and distributes 
to respective department or staff. 

- Maintains the Aletheia churchwide calendar as well as the lead pastor’s and executive 
pastor’s calendar. 

- Takes detailed meeting minutes for all staff meetings, mission membership family 
meetings, quarterly strategic planning meetings, select deacon and elder meetings, as 
well as other meetings deemed necessary by the executive pastor (XP) of Aletheia. Works 
with XP and other ministry leads to establish agenda for above mentioned meetings. 

- Works with ministry leads and XP to create content for The Weekly email. 
- Reviews The Weekly, all sermon notes, and other marketing materials for grammatical 

excellence. 
- Manages all Aletheia travel needs whether for internal needs or external needs such as 

guest speakers or visitors. 
- Is the liaison and chief communicator between Aletheia and outside guests. 



 

COMPETENCIES  
The following abilities are needed to perform this job well. 
 

- Need to be able to think and see well. The executive assistant must immerse themselves 
in Aletheia and have a good understanding of all that is going on both above and 
below them. 

- Must be good decision maker who seeks to be incredibly accurate in all they do, always 
thinking and considering what adjustments need to be made for improvement. 

- Serve as an extension of the Aletheia leadership providing helpful and timely insight. 
- Must have a knack for turning discussions into action items and the ability to reason well 

with others. 
- Be a generalist who is able to handle multiple avenues of tasks. Whether it be a small 

task or project with a great deal of complexity, they must possess a skill set and attitude 
that is able and willing to accomplish whatever is given to them in an efficient manner. 

- While the executive assistant may not directly oversee anybody, they have to direct and 
delegate. They have the opportunity to influence decisions but ultimately are not 
responsible for the decisions made. They operate on borrowed authority and, as a result, 
must conduct themselves in a manner that is both firm and gracious. 

- Excellent communication skills – both written and verbal 
- High degree of attention to details. 
- Ability to prioritize projects and manage time effectively. 
- Proficiency in the following1: 

o Google Drive systems including, but not limited to Google Docs, Sheets, Slides, 
Hangout, Gmail, and Calendar.  

o Microsoft Word, Excel, and PowerPoint 
o Asana.com 
o ProPresenter  

 
CAPACITY  
 
The hours executive assistant with this position are as follows: 

• Monday – Thursday | 9 a.m. – 1 p.m. (16 hours)2 
• Sunday | 8 a.m. – 12 p.m. (4 hours) 

 
Total Hours: 20 hours* 

 

                                                
1 Onsite training is available.  
2 Willing to discuss adjustment to weekday schedule per XP’s discretion and Aletheia needs. 



*Flex Days/Hours - Because of the nature of this position, and ministry in general, the 
executive assistant will need to work outside of the hours listed above from time-to-time. The 
executive assistant will work with the XP in adjusting the executive assistant’s hours/days 
during the week prior or following an event. 

 
The primary location for this position is the Aletheia Offices, 2255 Ashley Oaks Circle, Wesley 
Chapel, FL 33544.  

• However, this position will need to be able to work from remote locations at times. Must 
be able to access the internet from either home or be able to work from other locations 
such as library, coffee shop, etc. 

• Additionally, this position may need to travel for events and conferences. The executive 
assistant must be able to travel and be away from home for a day or several days at a 
time. 

 

COMPENSATION  
Salary:   $15,000/year (applicable taxes are not factored into final salary represented) 
 
This position has a base salary of 1,250/month. Your hours will be determined by your 
supervisor and should average 20 hours per week. The 20 hours per week are expected to be 
in addition to the “normal” mission member expectation for service time logged in any given 
week (i.e. City Group Leader, etc.) 
 
ADDITIONAL BENEFITS 
In addition to the above compensation, Aletheia Church currently offers the following benefits. 
At the discretion of the church, these benefits may be modified, reduced, or eliminated from 
time to time. 
 

• Vacation 
• Unpaid vacation days and several office closure days determined by the 

executive pastor based on calendar of Aletheia events.  
• Insurance: 

• This position does not include health, dental, or vision insurance. 
• Mileage: 

• Any miles driven on a given work day that are above the round-trip total from 
home to office or home to church for normal Mission Member purposes will be 
paid at 0.50 per mile. 

 
INTELLECTUAL PROPERTY 
In the event that an employee’s job responsibilities require the creation of intellectual property, 
unless otherwise agreed to in writing between such employee and the Church, any intellectual 



property created by an employee in performance of their respective job duties shall be owned 
by the Church as a “work-made-for-hire” under the Copyright Act of 1976. As such, the Church 
retains all rights to the use, duplication, distribution, and sale of all such materials. 
 
CONFIDENTIALITY 
The nature of your work as a staff member will naturally bring you access to information of a 
confidential nature. Such information may not be discussed, used, or disclosed except among 
other staff or where clearly indicated by the situation. If in doubt, please check with a member 
of the elder team. This confidentiality requirement shall survive termination of employment.  
 
EMPLOYMENT STATUS 
Your employment with Aletheia Church is “at will” and may be ended at any time with or without 
notice, or without cause, included but not limited to termination, demotion, promotion, 
compensation, benefits, duties, and location of work. 
 
 


