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ADMINISTRATIVE ASSISTANT

Position Assignment

Title: Administrative Assistant—International Trips
Organizational Unit: International Ministries
Recruited by: Director of International Ministries

Approved by: Vice President of International Ministries

Working Relationships

Reports to: Director of International Ministries

Staff Team: Vice President of International Ministries, Directors of International Ministries
Director of International Sponsorship, Administrative Assistant — International
Ministries, etc., STCH Ministries contract staff and all STCH Ministries staff.

Basic Functions

This position provides information and logistics to mission teams which aids them in the preparation for
their trip. It is key in ensuring the overall effectiveness and success of the STCH Ministries International
Ministries mission trips. The position requires the ability to communicate and interact with overseas
partners and North Americans. It requires the ability to understand, interpret and implement STCH
Ministries policies and procedures and follow them. In order to do this, the person in this position must
clearly understand all aspects of our ministry at STCH Ministries. Must be fluent in both Spanish and
English.

Basic Responsibilities

1. To support with International Ministries mission trips by communicating with domestic and
overseas persons and organizations.

2. To help with ordering, packing and shipping supplies to mission teams, international staff and
partner ministries.

3. To maintain and update International Ministries information on the website, ensuring accuracy
& timeliness.

4. To travel overseas with a mission trip as requested.

5. To assist Directors of International Ministries in all preparations for mission teams.

6. To assist teams as needed with applications and required documentation.

7. To maintain accurate and current records of all contact information and trip payments for

mission trip participants and teams.

8. To assist in the preparation of monthly and quarterly reports.
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9. To perform all other duties as assigned.

**A standard 40 hour work week is normal; however, flexible hours and overtime may occur.

I, the employee, have read, understand, and agree with the position description for Trip Coordinator.

Employee Signature Date

Director of International Ministries Signature Date

Updated: 06/2026 20f2



