
 

Training Center Executive Assistant 
 

Urban Impact is a Christian community development ministry that desires to see lives holistically 
transformed in the North Side community 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 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, our staff must be believers in and committed followers of Jesus Christ, morally sound, 
and committed to the vision of Urban Impact. We require that our spiritual beliefs, detailed at 
https://uifpgh.org/our-beliefs, are not only to be understood and believed, 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. 

 
The Training Center is dedicated to creating a movement of Christian multiplication in cities by raising up 
well-trained individuals in Pittsburgh through programs like a year-long fellowship and mission trips. The 
Training Center executive assistant will assist the senior director of The Training Center and Performing 
Arts and the director of training to administer The Training Center. The Training Center executive assistant 
must not only have a passion for the gospel message, but also for helping the leaders of The Training 
Center administer this new, exciting and quickly growing department at Urban Impact Foundation. 
 

Position Status: Full time, salaried, nonexempt 
Reports to: Senior Director of The Training Center and Performing Arts and the Director of Training 
Primary Location: John Guest Ministry Center 307 Duff Rd, Sewickley, PA 15143 
 
Position Summary: 

1. Assist the senior director of The Training Center and Performing Arts:    

• Schedule meetings and maintain their schedule. 

• Complete check requests 

• Assist in developing department trainings. 

• Assist with special events. 
2. Assist the director of Training:    

• Schedule meetings and maintain their schedule.  

• Complete check requests. 

• Attend meetings and take notes. 

• Assist in developing department trainings. 

• Talk through ideas with director. 
3. Assist team members to write yearly strategic plan for The Training Center: 

• Assess the needs of The Training Center.  

• Help evaluate previous year’s progress and adjust to better train those passionate to bring 
Christian multiplication to their cities.  

• Help Training Center staff research and write KRAs. 

https://uifpgh.org/our-beliefs/


 

4. Attend and assist in fall and spring weekly trainings for The Training Center:  

• Help the director prepare trainings and improve them.  
5. Assist in administering The Training Center:   

• Coordinate with other team members and eventual volunteers to ensure that needed 
supplies and resources are present at weekly trainings and any additional trainings. 

• Help team members plan summer missions’ trips (i.e., reservations, food, etc.). 

• Assist in tracking the department budget. 
6. Assist in special events as needed: 

• Ability and willingness to assist cross-departmentally with special events as needed. 
 
The Urban Impact Foundation is a strong, team-based organization. Therefore, the employee is sincerely 
encouraged to assist other department assistants and Training Center team members as the need arises or 
with areas that are of interest to the employee with the approval of the immediate supervisor. 
 

Required Skills and Experience: 
• Proficiency in MS Word, Excel, PowerPoint, Outlook, and Publisher 
• Proficiency in multi-tasking and ability to establish priorities 
• Strong organizational skills 
• Comfortability in fast-paced, quickly changing environment 
• Ability to help set and implement goals 

 
Attributes: 

• Exercises commitment in getting the job done 
• Demonstrates a servant’s attitude 
• Proven ability to work under pressure and within time constraints 

 
Experience and Education Required: 
Bachelor’s degree 
National and State background clearances will be required. 
 
Service Commitment: Three years 

 
How to Apply:  
If you are interested in a growing, dynamic ministry and possess the job qualifications listed above, please 
email your resume, a cover letter of interest, and a brief statement of faith to: 
humanresources@uifpgh.org. 
 
This description is not intended and should not be construed to be an exhaustive list of all responsibilities, 
skills, efforts or working conditions associated with this job. It is intended to be an accurate reflection of the 
essential job elements. 

mailto:humanresources@uifpgh.org

