
 Administrative Assistant  

    Administrative Assistant
  

Are you looking for a job you can believe in and really has an impact?  
  
International Christian Concern (www.persecution.org) is looking for a self-starting, very organized, detail-oriented, 
multi-tasker with a passion to serve Christ and His persecuted church as an Administrative Assistant in our Washington 
DC area office (Silver Spring). 
  
The Administrative Assistant provides vital support to our organization that relieves the intense suffering of persecuted 
Christians worldwide. You will find this job to be challenging and very rewarding as you work with our team to serve 
persecuted believers. This is a full-time, temporary or permanent position. 
  
See below for responsibilities and qualifications. If you are interested, send your cover letter and resume to 
jobs@persecution.org. 
 
Duties and Responsibilities  

 Prepare financial batches, reports, and receipts 

 Maintain database (keep up-to-date, run queries and reports) 

 Answer phones and emails; perform general office tasks (e.g. filing, etc.) 

 Coordinate and facilitate the executive's calendar to arrange appointments, meetings, and conferences 

 Prepare and track correspondence and mailings 

 Make travel arrangements; compile and maintain travel records 

 Create/review/edit/proofread documents for the executive's signature 

 Work closely with the Office Manager on matters related to administration, office space, and accounting 

 Track and order inventory and supplies 

 Special projects 
 
In addition, ICC maintains a small staff and we will be looking for someone who is a team player and will be willing to 
pitch in on efforts outside of the job description if necessary.  
 
Experience and Skills 

 A minimum of 3 years admin. experience is required. 

 Highly proficient in Microsoft Office, especially Outlook, Word, and Excel. 

 Ability to handle various tasks/projects in a fast-paced environment is mandatory. 

 Strong organization, multi-tasking, time-management, and troubleshooting skills. 

 Bachelor's degree is preferred (minimum of AA is required).  

 We have a strong preference for an individual with a strong Christian witness and history.  

 Excellent communicator (verbal and written). Understanding of telephone protocol. 

 Warm personal and professional demeanor.  

 Ability to type 60 wpm. 

 Knowledge of graphics/layout/ basic web programming a plus but not mandatory.  
 
Salary and Hours 

 Salary is offered at $29,000-$39,000/year, dependent on skills and experience. 

 ICC's group hospitalization and dental benefits plan after the initial three calendar months of employment.  

 Competitive vacation, sick leave, and holiday schedule.  
 

TO APPLY 

Please do not call ICC. Send your résumé and cover letter to: jobs@persecution.org.  
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