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Administrative Assistant, The King’s Table


Position Overview:
The Administrative Assistant of The King's Table (TKT) serves as an essential member of the TKT team, providing comprehensive administrative support across all areas of operation — from daily office functions and program logistics to community distributions and special initiatives. This position sits within the Ministries & Outreach Division of New Birth Missionary Baptist Church and reports directly to the Manager of The King's Table. The ideal candidate is highly organized, mission-driven, and committed to serving with excellence and integrity.


Key Responsibilities:
· Office Administration & Operations The Administrative Assistant provides broad administrative support across all TKT operations, developing and implementing systems that improve efficiency, strengthen organization, and support the overall effectiveness of the ministry. Responsibilities include managing the TKT calendar with accuracy and care — scheduling meetings, appointments, and trainings for staff and volunteers — as well as attending meetings to capture detailed, actionable notes. This role also manages virtual meeting platforms and coordinates room and space setup for in-person gatherings.
· Communication & Correspondence This position serves as a communication hub for
The King's Table, preparing, sending, receiving, and organizing correspondence including emails, memos, forms, and reports. The Administrative Assistant maintains accurate and up-to-date contact lists and communication records, manages incoming messages, returns calls, and makes contacts on behalf of TKT with professionalism and discretion.
· Financial & Resource Management The Administrative Assistant provides support in managing budgets, processing invoices and payments, reconciling credit card transactions, and submitting expense reports. This role also assists with researching and managing supplier relationships, and is responsible for ordering office supplies, materials, equipment, food, and other resources as directed and approved.
· Documentation & Reporting Maintaining thorough and organized records is central to this role. The Administrative Assistant is responsible for completing, maintaining, and organizing reports, logs, documentation, inventory records, policies, and procedures to ensure operational accuracy and accountability across all TKT functions.
· Program & Event Support The Administrative Assistant plays an active role in supporting the planning and execution of community distributions, food and clothing drives, workshops, classes, trainings, and special initiatives. This includes guest

coordination, hospitality logistics, and ensuring that both indoor and outdoor TKT environments remain organized, welcoming, and operationally ready.
· Volunteer & Guest Relations This position supports volunteer recruitment and engagement efforts, maintains volunteer lists, and prepares reports on volunteer participation, guest relations, vendor activity, and resource utilization. The Administrative Assistant helps ensure that every volunteer and guest of The King's Table is received with care, clarity, and dignity.
· Cross-Departmental Collaboration The Administrative Assistant works collaboratively with all TKT staff — including the Manager, Logistics Specialists, and Logistics Assistant
— as well as IT, Facilities, and other internal departments at New Birth.

This role also partners with colleagues across the Ministries & Outreach Division on assigned projects, helping to advance the shared mission of the church's community engagement work.


Qualifications:
Educational and Experience Requirements:
· A high school diploma or equivalent. Bachelor’s degree is preferred.
· A minimum of 1-3 years of experience in administrative assistance, office coordination or operations support.
· Experience in social service, community programs, civic outreach, government, or nonprofit organizations is a plus.
Skills and Competencies:
· Proficiency with virtual platforms, email, Microsoft Office products (Word, Excel, PowerPoint, Outlook) and other office productivity tools
· Strong organizational and time-management skills
· Excellent communication skills
· Ability to multi-task, prioritize and execute with excellence
· Strong problem-solving skills
· Ability to take directions and follow-through
· A team player who thrives in a fast-paced, dynamic environment
Cultural Competency:
· Ability to work with diverse populations, including those from different cultural, socioeconomic, and demographic backgrounds, as well as those with unique needs and families in crisis.

· Exceptional interpersonal skills for engaging with an intergenerational community in a caring and professional manner.
Expectations:
· Attend and participate in staff meetings, trainings and workshops. Work collaboratively in harmony with staff, volunteers and community partners.
· Engage in continued learning opportunities, training and skill development
· Provide compassionate care to those in need
· Maintain confidentiality and discretion in sensitive situations
· Follow proper protocol and chain of command in reporting and communications
· Provide timely reports to the supervisory Manager as required
· Complete other assignments as assigned by the Manager, Executive Pastor of Ministries and Outreach, or Executive Leadership Team.

Working Conditions:
· Must be available for evening and weekend work. Attendance at community events is expected.
· Occasional travel may be required for community outreach initiatives, professional development or special events.
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