
Executive Assistant 
Sept. 1, 2017 

Interfaith Outreach & Community Partners’ mission is to engage the heart and will of the community to respond to 
emergency needs and create opportunities for all to thrive. Interfaith Outreach is a human service nonprofit that 
ignites the power of community to provide urgent and strengthening services in eight Twin Cities western suburbs so 
families can live their best lives, children can succeed and the entire region can prosper. Serving the west Hennepin 
County communities of Hamel, Long Lake, Medicine Lake, Medina, Minnetonka Beach, Orono, Plymouth and 
Wayzata since 1979. For more information, visit www.iocp.org. 

Interfaith Outreach is looking for highly qualified candidates for a 20-hour per week Executive Assistant position.  

The Interfaith Outreach work environment is community focused, values driven, team oriented, fast paced, diverse 
and focused on learning and professional development. We have a strong internal culture of collaboration and team 
support and a deep commitment across staff to mission.   

Area of responsibilities include: 

 Acquire a working knowledge of the organization, its mission, vision, values, programs, policies, partners,
structure

 Represent the Executive Director (ED) in a professional manner reflecting the values of Interfaith Outreach
and its vision, mission and culture

 Welcome and support volunteers throughout the organization; act as a resource for volunteers

 Participate in Interfaith director and leadership team meetings as requested by the ED

 Function as a liaison between the ED and board, staff, partners, committees and volunteers

 Support the ED in scheduling and maintaining a master calendar

 Schedule ED meetings with board, staff, partners, committees and prospective donors

 Create and execute a process for collecting data used to create a dashboard for board meetings

 Prepare, assemble and make board and committee meeting agendas and materials available in a timely
manner

 Research, collect and summarize data relevant to timely trends, topics, key issues and opportunities that
impact the mission of Interfaith

 Take minutes at Interfaith Outreach board meetings and other meetings; record and disseminate minutes
and other follow-up materials as requested by ED

 Support ED leadership role in the Great Expectations Initiative, Housing Development Projects and emerging
community initiatives and partnerships; schedule meetings, schedule space use and help with presentation
preparation

 Prepare and/or create and disseminate materials for and to partners; i.e., reports, rosters, spreadsheets,
memos, PowerPoints and meeting follow-up documents as requested by ED

 Support annual and special events such as the annual meeting, board onboarding and community gatherings
by helping with scheduling, space requirements, food, materials and AV needs as requested by ED

 Recruit and provide support for volunteers to maintain and promote an Interfaith Library

 Support ad hoc projects such as surveys, special mailings, scheduling times/dates/space

 Accept phone calls for ED

 Notify the ED immediately of any major areas of concern or issues

http://www.iocp.org/


 Provide IT and office management support for ED Interfaith office and home office needs, including creation
of secure folders

 Participate in job-related educational or training events as requested by the ED

Required qualifications include: 

 An associate degree is required; bachelor’s degree preferred

 3-5 years of executive assistant experience preferred

 Excellent clerical, organizational, time management and customer service skills

 Excellent oral, written and interpersonal communication skills

 Proficiency in the Microsoft Office Suite – Word, Excel, PowerPoint and Outlook.

 Strong problem solving skills

 Ability to anticipate and prioritize support responsibilities of the position

We offer a competitive salary ($22-25/hour). 

Interested candidates should send a cover letter and resume to Mary Larson, mlarson@iocp.org, 
by Sept. 18, 2017. 

Interfaith Outreach is an Equal Opportunity Employer. Diverse candidates are strongly encouraged to apply. 
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