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Position Title:    Executive Assistant  
Location:   Topeka Rescue Mission 
Reports to:   CEO 
Date:    July 2026 
 
Summary of Responsibilities 
The Executive Assistant to the Chief Executive Officer serves as a trusted strategic partner, 
providing high-level executive and administrative support that enables the CEO to lead the 
ministry with effectiveness, focus, and excellence. This position functions as an extension of the 
CEO, managing the daily flow of information, coordinating priorities, protecting the CEO's time, 
and ensuring seamless communication across the organization and with external stakeholders. 

Success in this role requires exceptional judgment, discretion, initiative, and the ability to 
anticipate needs before they arise. The Executive Assistant thrives in a fast-paced, mission-driven 
environment where priorities shift quickly and confidentiality is essential. This individual must 
possess outstanding organizational and communication skills, exercise sound independent 
judgment, and maintain a servant's heart while representing the CEO with professionalism and 
integrity. As one of the CEO's closest partners, this position plays a critical role in advancing the 
mission, vision, and strategic priorities of Topeka Rescue Mission. As with all ministry positions at 
TRM, this role is expected to reflect and share the love of Jesus Christ with guests, staff, and 
visitors. 

Guiding Verse 
"Therefore, my dear brothers and sisters stand firm.  Let nothing move you.  Always give 
yourselves fully to the work of the Lord, because you know that your labor in the Lord is not in 
vain." - 1 Corinthians 15:58 

 
Essential Duties and Responsibilities 
Executive Support 

• Serve as the primary executive support to the CEO, managing daily priorities and ensuring 
efficient use of the CEO's time. 

• Manage and coordinate the CEO's complex calendar, appointments, meetings, speaking 
engagements, travel, and special events. 

• Anticipate scheduling conflicts and proactively adjust priorities as circumstances change. 
• Prepare the CEO for meetings by gathering background information, developing agendas, 

compiling briefing materials, and ensuring all necessary resources are available. 
• Screen, prioritize, and manage incoming correspondence, phone calls, emails, and 

requests, responding independently when appropriate. 
• Draft, proofread, edit, and distribute correspondence, reports, presentations, and other 

executive communications. 
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• Maintain regular daily communication with the CEO regarding emerging priorities, 
deadlines, and organizational needs. 

• Exercise sound judgment in handling sensitive matters and making decisions within 
established authority. 

Strategic Coordination 

• Track strategic initiatives, ministry projects, assignments, and deadlines to ensure timely 
completion. 

• Follow up with executive leadership and ministry teams regarding action items and 
deliverables. 

• Organize and compile monthly ministry-wide reports and performance data for executive 
review and strategic planning. 

• Record meeting discussions, decisions, and action items while maintaining accurate 
records and historical documentation. 

• Coordinate logistics for executive meetings, board meetings, leadership retreats, 
conferences, and special events. 

Communication and Relationship Management 

• Serve as a professional ambassador and first point of contact for the CEO with donors, 
community leaders, media representatives, government officials, ministry partners, and 
guests. 

• Welcome visitors with warmth, professionalism, and hospitality while ensuring an 
exceptional experience. 

• Maintain positive working relationships with staff across all departments to facilitate 
communication and collaboration. 

• Coordinate media inquiries and communications in collaboration with designated ministry 
staff. 

• Represent the CEO at meetings or events when requested and provide follow-up 
communication as appropriate. 

Event and Administrative Support 

• Attend meetings and ministry events with the CEO as requested to assist with logistics, 
setup, photography, note-taking, and documentation. 

• Coordinate travel arrangements, itineraries, registrations, lodging, and transportation. 
• Prepare meeting materials, presentations, and reports. 
• Maintain organized electronic and physical filing systems. 
• Support executive leadership initiatives that strengthen ministry operations and 

organizational effectiveness. 
• Demonstrate flexibility by accepting additional responsibilities and special projects as 

assigned by the CEO. 
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Education and Experience 

• Bachelor's degree preferred; equivalent education and relevant experience will be 
considered. 

• Minimum of three to five years of progressively responsible executive administrative 
experience supporting senior leadership or executives. 

• Experience managing complex executive calendars and competing priorities. 
• Experience coordinating business travel, meetings, conferences, and special events. 
• Experience preparing executive correspondence, presentations, reports, and meeting 

materials. 
• Nonprofit, ministry, or faith-based organizational experience is preferred. 

Knowledge, Skills, and Abilities 

• Proficiency with Microsoft Office Suite (Word, Excel, Outlook, PowerPoint, Teams) and the 
ability to quickly learn ministry systems. 

Licenses and Certifications 

• Valid Driver's License 

Working Conditions and Physical Requirements 

• Work is performed in both office and community settings and may include attendance at 
ministry events, outreach activities, donor meetings, and community functions. 

• Must be able to adapt to changing work environments and schedules, including occasional 
evening or weekend responsibilities. 

• Must be able to walk, stand, bend, stoop, and lift up to 30 pounds. 
• Must possess the mobility necessary to travel throughout ministry facilities and community 

locations as needed. 
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