
 

 

 

 

Education Program Assistant 

Urban Impact Foundation is a Christian community development ministry that desires to see 
lives holistically transformed one person, one family, and one block at a time who, in turn, make 
a powerful impact locally and globally for Jesus Christ. Our mission is to do our part in fulfilling 
Christ's Great Commission on the North Side of Pittsburgh by following His model of holistic 
ministry by investing in the lives of at-risk children, youth and their families in order to develop 
mature, responsible followers of Jesus Christ. 

Urban Impact is seeking a full-time Education Program Assistant. The position is for someone 
who has firmly decided to commit their life to the communication and demonstration of the 
good news of Jesus Christ. This position is for a person who is prayerfully called to help at-risk 
children, youth, and their families develop holistically in an urban context. Serving as Education 
Program Assistant provides an opportunity for an individual to be trained and mentored by 
established Christian leaders as he or she supports the staff, volunteers, youth, and their 
families who participate in our programs. 

Urban Impact employees are expected to be a living example of the mission of Jesus. At Urban 
Impact Foundation, we don’t just want our staff to be highly qualified in their professional skills. 
Since ministry is a holy calling, we also want our staff to be spiritually and morally sound, as 
well as committed to the vision of Urban Impact. We believe that our beliefs must not only be 
understood, but also lived out in the everyday lives of our staff. 

If you are a dedicated follower of Jesus Christ and believe you are called to be a fellow worker 
in this mission, then we invite you to review the duties and qualifications listed below. 

Primary Skills: 

• Thorough knowledge in Microsoft Word, Excel, PowerPoint, Outlook, and Publisher 
• Skilled in multi-tasking and ability to establish priorities to meet deadlines. 
• Excellent organizational skills. 
• Ability to manage multiple schedules at once. 

Attributes: 

• Possesses a strong passion for serving God’s people.  
• Exercises commitment to getting the job done. 
• Ability to change plans and direction quickly.  
• Proven ability to work under pressure and within time constraints. 



 

Passion For:  

• Providing administrative support while transforming the lives of children and their 
families for Christ in an urban context. 

• Influencing the community for Christ. 
• Sharing the Gospel. 

Experience and Education Required: 

• Bachelor’s degree or equivalent experience. 
• FBI, PA Criminal and Child Abuse clearances required. 

We request a two-Year minimum commitment. 

Responsibilities/Duties* 
1. Support Education Department: 

• Schedule various meetings when needed.  
• Organize department-wide projects and events. 
• Help develop, prepare, and maintain program materials when needed. 
• Prepare and maintain Education Department program calendar. 
• Help coordinate volunteers for various Education programs (background checks, 

prepare for volunteer trainings, etc.) 
• Meet with Department leadership team. 
• Take notes and prepare and send action items for department and other needed 

meetings. 
 

2. Collaborate in organization-wide office administration: 
• Manage all incoming requests from the Executive office, marketing department, and 

other program departments. 
• Schedule organization-wide meetings when needed. 
• Organize organization-wide projects when needed (Baptism, Football Clinic 

registration, etc.) 
• Willingness and ability to answer and route organization-wide phone calls. 

 
To apply, please send 1) your resume, 2) a cover letter that includes your salary requirements, 
and 3) your statement of faith to jobs@uifpgh.org. No application will be accepted unless it 
includes all three documents. 


