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Job Description 
 

TITLE:  Executive Assistant to the President 
 
FUNCTION 
The executive assistant to the president will provide administrative and secretarial support for the president, 
provide administrative and secretarial support for the Bethany Theological Seminary Board of Trustees, and 
facilitate and coordinate the interdependent work of the Seminary’s support staff. 
 
REPORTABILITY AND ACCOUNTABILITY 
The executive assistant will report to the president of Bethany Theological Seminary. 
 
The primary working relationship of the executive assistant will be with the president. In addition, the executive 
assistant will work closely with the chair of the board of trustees. 
 
RESPONSIBILITY 
The executive assistant has the responsibility to advance the work of the president and the executive office of 
Bethany Theological Seminary. This will include but is not limited to 
 providing administrative support to the president; 
 providing administrative support to Bethany’s board of trustees; 
 supporting the work of the Leadership Team and Administrative Team; 
 maintaining positive communication with support staff; 
 fostering a team dynamic with the Academic Dean’s Office, Institutional Advancement, Business Services, 

and Admissions and Student Services; 
 providing support in human resources for issues related to employment, communication, and compliance; 
 providing accurate information to Bethany’s accrediting bodies, the Church of the Brethren, and other 

agencies; 
 providing leadership, guidance, and oversight of the work-study students hired to work in the President’s 

Office; 
 serving as recording secretary for those committees chaired by the president, involving the board of trustees, 

or by request of the president. 
 
QUALIFICATIONS AND GROWTH 
The executive assistant shall possess a minimum of a bachelor’s degree and relevant experience in a related field 
or several years of executive level experience. The executive assistant will also display a commitment to the work 
of the executive office and an understanding of that work as a part of the mission of Bethany Theological 
Seminary. 
 
The executive assistant will have training, abilities and skills needed to carry out the above responsibilities, 
especially including 
 skill in communication and organization; 
 an engaging public presence; 
 ability to facilitate appropriate flow of information both internally and externally to the school; 
 computer skills, especially word processing that utilizes but is not limited to Microsoft Office. 
 
The Seminary will provide the opportunity for the professional, personal, and spiritual growth of the executive 
assistant. 
 



       July 2018 
 

Applications will be accepted through Friday, August 24. To apply, send a cover letter, resume, and the contact 
information for three references to 
 

president@bethanyseminary.edu 
 
                    or 
 
President’s Office 
Bethany Theological Seminary 
615 National Road West 
Richmond, IN  47374 
 
 

Bethany Theological Seminary’s policy prohibits discrimination in employment opportunities or practices with regard to race, 
gender, age, disability, marital status, sexual orientation, national or ethnic origin, or religion. 
 


