
 
 
 
 

 
 
 
Advancement Assistant - Communications 
 
JOB SUMMARY 
 
Job Type:   Full time, Benefit Eligible 
Classification:  Hourly/Non-exempt - 40 hours/week 
Available:  Position available immediately 
Reports to:  Advancement Director – Communications 
 

For more information contact Human Resources at 765-642-0256 
 
PRIMARY OBJECTIVE 
 
The Assistant will work full-time with a cohesive and collaborative Advancement Team 
in efforts to share the hope of the Gospel message and the stories of the Church of 
God (Anderson, IN) through media, print, and event communications. 
 
This high-capacity assistant will seek to understand a small, non-profit organization 
with a global reach; will invest in the team’s efforts to navigate a bold turn-around of 
this organization financially and relationally; will work to create an atmosphere of 
excellence and fun amidst an ever-changing ministry environment. 

 
REQUIREMENTS 
 
Character 

• Character fitting with a follower of Christ, reflecting Scriptural principles in word 
and deed (see standards below) 

• Honest work ethic 
• Commitment to relational leadership 
• High integrity 

 
Chemistry 

• Team player, intentionally working to communicate with, collaborate with, and 
encourage other team members 

• Positive attitude 
 
Catalysis 

• Brings creative energy and activity to each task 
• Driven by a deep desire to make their life efforts count 

 
Competence 

• Excellent communicator – both written and verbal 
• Strong organizational skills 



• Understanding of project management and organization of people, resources, 
and products 

• Ability to translate an end goal into strategic action steps 
• Proficient computer skills (Microsoft Office Suite) 
• Ability to learn and help to develop new systems of project management, 

coordination of public relations projects with several ministry teams, and event 
management 

• Ability to manage small details while seeing the big picture 
• Ability to generate reports from database using specified criteria 

 
EDUCATION AND EXPERIENCE 
 

• Bachelor’s degree preferred 
• 2 years of relevant experience 

 
 
EMPLOYMENT AND LIFESTYLE STANDARDS: 
 
Church of God Ministries employees own the following core truths and will be held 
accountable to them, as I serve as part of the Church of God Ministries staff team: 
 

1. The Supremacy of Jesus: Jesus is Lord. He is both the Son of God and the Son 
of Man, He is the one Mediator between heaven and earth, the singular, 
exceptional, supreme Savior; He is the Word become flesh and the exact 
representation of God the Father in human form; He is the subject and the 
centrifugal force of our ministry. 

2. Unity. We are called to be a catalyst for the unity of the whole Body of Christ; 
the division of the body is hell’s greatest weapon to thwart Heaven’s ends. 

3. Holiness. We believe in the sanctifying power of the Holy Spirit; He empowers 
us to have victory over sin and equips us to do Heavens work. We believe 
personal holiness inevitably impacts the world around us with social holiness. 
We believe it is the Holy Spirit Who propels us to be salt and light 

4. The Great Commandments. Jesus identified the great commandments, calling 
us to love God with our whole being and to love our neighbors as ourselves. We 
believe these two are the sum of the law and the prophets and are thresholds 
through which we walk into eternal life and holiness.  

5. The integrity of Scripture. We believe the Bible, in both the Old and New 
Testaments, is the plumbline by which all faith and conduct must be measured. 
The Bible is our source authority, with which our ambitions, purposes, and lives 
must be congruent.  
 

Furthermore, Church of God Ministries employees profess to follow Jesus, embracing 
Him personally as Lord, and walking humbly before Him, and they open themselves to 
the filling and possession of the Holy Spirit, surrendering their all to Him. 
 


