
 ∙ Process mailed donations and make deposits
 ∙ Assist in preparing for staff and board meetings
 ∙ Maintain ongoing general updates to the Caris website
 ∙ Maintain employee time off calendars
 ∙ Assist in preparing for Caris events
 ∙ Assist the Advancement Team on projects as needed and as time allows
 ∙ Manage volunteer projects for Admin O�ce

Client Services Support (25%)
 ∙ Provide front desk coverage during volunteer openings (flexible depending on seasonal   
 volunteer coverage)
 ∙ Assist the Lead Counselor with client services projects as needed and as time allows
 ∙ Manage volunteer projects for Client Services

Caris is a Christian non-profit organization. Candidate must be in alignment with the Caris 
mission, statement of faith, vision and statement of principle. Caris team members must 
exemplify a committed and consistent walk of faith and dependence on Jesus and have a 
personal calling to ministry and to the specific mission and vision of Caris.

Please submit an application at www.caris.org/careers and include your cover letter and 
resume. In your cover letter, please include the title of the position, explain why you have a 
desire to work for a Christian nonprofit organization, and specifically, why you feel called to 
work in the area of unplanned pregnancy. 
No phone calls.

Administrative O�ce Assistant
Who We Are

Caris Pregnancy Counseling & Resources is a faith-based nonprofit organization serving 
women who are facing unplanned pregnancy. Our mission is to see both women and 
children thrive during and after unplanned pregnancy. We provide professional counseling 
and connect women to communities of support using a grace-filled approach. 

Services are free of charge and include pregnancy tests, ultrasounds, professional 
counseling, support groups, and connection to resources. 

Job Summary

Reports to the Assistant Director of Operations

The Administrative O�ce Assistant is a team-oriented, flexible individual who is highly 
motivated and willing to take charge on projects. The Administrative O�ce Assistant will 
provide administrative support to both the Client Services and Administrative teams at 
Caris. Direction received is general in nature, with most duties accomplished without 
direction. The individual in this position must be highly organized, detail-oriented and able 
to multi-task effectively.

This is a part-time position at the Caris Loop o�ce, 20-24 hours per week with flexibility 
within the schedule.

The Administrative O�ce Assistant must exemplify a committed and consistent walk of 
faith and dependence on Jesus and have a personal calling to ministry and to the specific 
mission and vision of Caris.

Responsibilities

Responsibilities include but are not limited to:

Administrative O�ce Support (75%)
 ∙ Assist the Operations Manager in general administrative duties as assigned
 ∙ Responsible for scheduling meetings between staff and leadership
 ∙ Maintain o�ce standards
  - Keeping common areas clean and organized
  - Keeping supplies stocked
  - Maintain and update files - both physical and digital

Continue to next page
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