
 

 

 
Executive Assistant 

Job Description 

 

Hope Pregnancy Ministries is seeking a detail-oriented, tech-savvy 

Executive Assistant to support our Executive Director                                  

and ministry operations. 

 

Key Responsibilities: 

• Provide administrative and scheduling support 

• Maintain donor database & process donations 

• Track giving, manage deposits, and assist with financial reconciliation 

• Manage online giving platforms & donor correspondence 

• Assist with fundraising events and Baby Bottle Campaign coordination 

• Update websites & maintain staff scheduling system 

• Provide occasional front desk support 

• Serve as acting lead staff when needed 

Requirements: 

✔ Excellent communication skills 

✔ Strong Excel/MS Word proficiency 

✔ Database & tech skills a must 

✔ Organized, professional, trustworthy 

✔ Heart for ministry and mission 

 

This position is up to 32 hours a week, serving Monday – Thursday  
from 9:00am – 5:00pm.  

 

Please Submit Cover Letter and Resume to:  

jobs@hopepregmin.org 


