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Program Assistant, Performing Arts Job Posting 

 
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 is seeking a full-time Program Assistant position in the Performing Arts department. This is 
a salaried position with paid benefits. Please note that in order to be considered for this position, you 
must submit all requested documents. This includes a resume, letter of interest, and statement of faith. 
Applicants will only be considered upon submission of all three documents. 
 
The Program Assistant position is responsible to provide administrative support to the Performing Arts 
department, such as entering events and schedules in the Master calendar, reserving meetings and 
vehicles for staff, and creating and printing the department calendar.  This position will also prepare for 
and run the Performing Arts Academy program, including various administrative responsibilities and the 
day-of-program set up and execution.  In addition, this position will be the co-coordinator for the dance 
program, including communicating with the volunteers, and creating schedules for the program.    
  
Required Skills: 
Proficiency in MS Outlook, Word, Excel and PowerPoint; 
Strong oral and written communication skills, and a high level of comfort with technology; 
Strong organizational skills; 
Ability to work well in a non-structured environment; 
Must be a team player 
  
Required Attributes: 
Ability to work under pressure; servant’s attitude; flexible and adaptable in a rapidly changing 
environment; ability to communicate with all levels of personnel and volunteers; detail oriented; and 
takes initiative. Must have passion for ministry and administration. 
  
Experience and Education Required: 
Minimum bachelor’s degree, prior experience for 2 to 3 years in administrative role 
  
How to Apply:  
If you are interested in a growing, dynamic ministry and possess the job qualifications listed above, 
please email your resume, a letter of interest, and a statement of faith as soon as possible to: 
jobs@uifpgh.org.  Please include your salary requirements and the position title in your cover letter.   
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