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BACKGROUND: 
BridgeBuilders is a Christian missionary organization that works to alleviate poverty in 
Dallas. BridgeBuilders employs a unique strategy that aims to address the root causes 
of poverty that emanate from our broken relationship with God, self, others and creation. 
From the point of missionary contact, we begin by helping the poor grow spiritually, 
acquire essential life skills including financial education, meet transitional material 
needs, offer access to professional counseling, receive employment training and finally 
job placement with our employer partners, thereby breaking the cycle of poverty in 
individuals, families and the community. 
  
In addition, BridgeBuilders serves hundreds of children and families through its After-
School and Youth Sports programs in Bonton with daily meals, spiritual and character 
development, and much-needed academic support. 
  
BridgeBuilders is a Dallas-based 501(c)3 organization with over 40 employees, a donor 
base of more than 1200, and an annual operating budget of $3 million. Our 
headquarters are located at 2075 W. Commerce St. in West Dallas with missionary 
teams and multiple youth and adult programs in South Dallas. This position is the 
Executive Administrator to the President.  
 
RESPONSIBILITIES, JOB DESCRIPTION: 

• Prepare reports, memos, letters, expense reports, and other documents for 
President. 

• Answer phone calls and emails.  
• Conduct research, compile data, and prepare papers for consideration and 

presentation by executives, committees, and boards of directors.   
• Perform general office duties, such as ordering supplies, maintaining records in 

donor database systems, and performing basic bookkeeping work.  
• File and retrieve corporate documents, records, and reports.  
• Open, sort, and distribute incoming correspondence.  
• Prepare responses to correspondence containing routine inquiries.  
• Prepare agendas and make arrangements, such as coordinating catering for 

luncheons, for committee, board, and other meetings.  
• Provide clerical support to other program areas including finance and mission 

advancement.  
• Manage and maintain the President's schedule. 
• Assist HR with acknowledgement of staff birthdays  
• Overseeing the catering of student lunches during training  
• Manage poster meter  
• Order office supplies for the kitchen, training department, office, and Turner 

Courts Gym through OCOP portal.  
• Assist Development team with entering of donations in donor database 
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• Other duties as assigned or requested.  
• Build a good relationship with BridgeBuilders volunteers and employers.  
• Support the H.I.S. BridgeBuilders Mission Statement and do all possible to 

accomplish the ministry’s goals and strategies.  
 
REQUIREMENTS: 
 

• Willingness to work in a Christ-centered, non-profit, ministry environment. 
• Passionate about poverty alleviation  
• Proven history of strong administrative skills  
• Strong computer skills including experience with Microsoft Office 
• Experience with QuickBooks & Orange Leap preferred    
• Self-starter  
• Strong written and oral communication skills  
• A strong work ethic, sense of urgency, and attention to detail. 
• Work well with others and in team situations  
• Strong interpersonal skills  
• Ability to work well with others in a team-oriented environment  

 
H.I.S. BridgeBuilders is an equal opportunity employer. 
 


