
Grace House Pregnancy Resource Center, Inc. 
CENTER Administrative Assistant 

Qualifications and Job Description and Tasks 
 

Reports to:  Director (Center Director-CD or Client Services Director-CSD) 
Objective of position:  To assist the Center Director and Grace House as a whole, in performing administrative and 
other duties so that the ministry can reach its full measure of the mission and vision God has given us. 
 

Qualifications:  
1. 18 years old or older and has demonstrated a commitment to Christ as Lord and Savior for at least 5 years  
2. Actively seeking to grow in the knowledge of God and living in willful obedience to Him for the past 2 years 
3. For the past 2 years you have demonstrated a commitment to your local church by regular weekly attendance 

and Bible study (Sunday school, small group, or personal study, etc.) 
4. Has demonstrated passion for pregnancy center ministry (or other pro-life mission)  
5. Full agreement with all Ministry Statements  
6. A completely pro-life stance 
7. Dependable, stable, and capable of following through on commitments. 
8. A humble servant’s attitude and desire to support the Director, Board, staff, and volunteers as we work as a 

team to fulfill the mission of Grace House 
A commitment to leave extra-Biblical values outside the office 

9. Knowledge of scripture, especially pertaining to the sanctity of human life, godly living, forgiveness, and 
salvation. 

10. Ability to keep confidentiality 
11. A willingness to submit to and follow the policies and procedures and to submit to and be loyal to the 

leadership of the ministry 
12. Honesty in dealing with financial matters and all other matters of the ministry 
13. Able & willing to passionately lead our fundraisers: supporting, financially, as you are able; participating in and 

inviting others to our walk/run; sponsoring or hosting a Gala table.  
14. A criminal background which is free of all felonies and/or misdemeanors of a sexual nature (other arrests or 

convictions will be looked at case by case) 
 

Required Skills: 
1. Excellent people skills 
2. Good computer and typing skills 
3. Good organizational skills 
4. Excellent phone skills 
5. Experience with Excel, Word, and Publisher 
6. Ability/flexibility to multi-task and fill in where needed 

 

Essential Functions: 
1. Assist the Director to train, schedule, and oversee center volunteers 
2. Warm, welcoming interaction with staff, volunteers, clients, and their children 
3. Delegate clerical/cleaning/projects to volunteers 
4. Monitor and procure office supplies as needed 
5. Update and maintain forms, files, and manuals as advised by the Director 
6. Assure that forms are on-hand and that most current revisions are in use 
7. Receive calls to the center  
8. Timely filing, data entry, and reporting of client data 
9. Assist Director as needed with duties, projects, and events, etc. 
10. Running errands as directed by the Director 
11. Preparing center to open and close, as agreed upon with Director 
12. Communicate appropriate/necessary information to Corporate Office as directed 
13. Fill in as a Client Advocate or Boutique Assistant as needed and directed by Director   
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