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The Ministry

Providing spiritual and compassionate health 
care has been at the heart of Medical Ministry 
International since 1969, when our first project 
team served in the Dominican Republic. As we 
look back more than 50 years, we are filled with 
gratitude for the work God has accomplished 
through us. Patients have received treatment; 
families have been restored; and communities 
have been transformed. People who started 
volunteering on project teams years ago are 
now bringing their grandchildren to volunteer 
alongside them. 

Medical Ministry International is providing 
health care for lasting change. We witness 
lasting change in the communities we serve as 
they develop medical capacity through health 
clinics and local initiatives. We witness lasting 
change as international doctors and health care 
professionals complete their training and serve 
their people. We witness lasting change in the 
spiritual lives of those we serve. We also witness 
lasting change in the lives of our volunteers and 
donors who ensure our mission becomes  
a reality. 

The Heart of Medical Ministry International



The Ministry

Establish and support health care centers in 
developing countries with the goal of increasing 
access to affordable, quality health care. As 
health care centers grow, they become largely 
self-supporting, in which case we assist with 
specific needs for land, buildings, renovations, 
and equipment, as we are able. 

Support international directors to provide year-
round assessment of health care needs within 
communities. 

Facilitate one and two-week project teams that 
work alongside local churches and medical 
communities to build capacity for the long 
term. Project teams are planned in response to 
local health care needs, following an invitation 
from the local communities. 

Support residency training and fellowship 
programs to develop the skills of international 
doctors. 

The Work of Medical Ministry International



The Role
Position Title: Executive Assistant 

Term: Full-Time

Salary: $39,000-$42,000, plus health and 
retirement benefits 

Position Summary:

The Executive Assistant will work directly with 
the Executive Director and the International 
Operations Director to increase their 
effectiveness as they together fulfill the Mission 
and Vision of the organization. The Executive 
Assistant will accomplish this by providing 
management support and by representing 
Executive Team members and organization to 
others.



The Role
Accountabilities: 

• Accountable for understanding MMI’s 
strategic plans and how an individual’s 
role relates to the broader goals of the 
organization

• Accountable for having a working knowledge 
of MMI’s Governing Policies, Operating Plan, 
and Values

• Accountable for identifying skill, knowledge, 
and resource gaps as required to perform 
role

• Accountable for making observable 
contributions to the success of other team 
members and the overall performance of the 
teams

• Accountable for visibly contributing to the 
teams fulfilling their scope of work

• Accountable for acting as liaison between 
staff and volunteers to facilitate the effective 
management of the offices of the Executive 
Director, and International Operations 
Director as needed.

• Accountable for calendar management 
in relation to scheduling and integrating 
appointments, meetings, travel plans and 
accommodations to avoid conflicts

• Accountable for representing the 
organization at promotional opportunities 
with the goal to recruit participants and 
increase awareness of the organization

• Accountable for drafting and editing 
content for the Communications Team and 
Fundraising Team, as required

• Accountable for invitation, coordination and 
logistics of meetings for international partner 
directors and/or medical directors, either 
virtual or in-person 

• Accountable for the coordinating the Annual 
Golf Tournament, including co-ordination of 
100 golfers, sponsorships, live auction, and 
communicating with the venue

• Accountable for coordinating the Annual 
Fundraising Dinner, including co-ordination 
of 150 attendees, live and silent auctions, and 
communicating with the venue

• Accountable for attending semi-annual Board 
of Directors’ Meetings, and Committees 
meetings, as needed, and for preparing 
meeting minutes, including distribution and 
identifying action items

• Accountable for drafting, editing, producing 
and/or distributing reports, for the Executive 
Director, International Operations Director, 
and the Board of Directors, as required

• Accountable for reviewing and/or preparing 
correspondence of Executive Director

• Accountable for creating and identifying 
improvements to work processes 

• Accountable for ensuring that established 
goals are met within the established time 
frames

• Accountable for actively participating as a 
team member on the Finance, Fundraising, 
Communications, and Program Teams to 
ensure that organizational objectives are met



The Role
Relationships: 

• Must conduct all interactions with MMI 
volunteers and staff in a manner that supports 
MMI’s vision and mission, with a servant heart 
and biblical values.

• Must relate well to a diverse group of people

Education: 

• Undergraduate degree in a discipline related 
to the MMI mission

• Past participation in international missions is 
an asset

• Speaking Spanish or any foreign language is 
an asset

Abilities: 

• Must be flexible, adaptable and able to work 
well with others

• Must be able to communicate effectively with 
staff, MMI volunteers, and BOD. 

• Must be able to work in a fast-paced 
environment with multiple deadlines

• Must be able to review and summarize 
material in a concise and efficient manner

• Must be accountable for ensuring strategic 
outcomes are supported while responding to 
day-to-day demands

Skills: 

• Must have excellent communication skills 
(oral and written)

• Must have excellent interpersonal skills

• Must have excellent organizational skills and 
a proven ability to handle multiple tasks and 
to meet multiple organizational deadlines

• Must have Microsoft Office computer skills, 
including Word, Excel, Outlook, Power Point, 
Publisher, and database applications.



The Process
Please submit a Cover Letter and Resume 
to jobs@mmi.org by December 15, 2022. 
Interviews will occur during the posting period. 

A successful vulnerable sector police 
background check is a requirement and a 
prerequisite along with a minimum of two 
references. 

All employees must comply with the mission 
and values of Medical Ministry International. 

Medical Ministry International is an equal 
opportunity employer committed to hiring a 
diverse workforce and sustaining an inclusive 
culture. We offer an environment that will 
support you in reaching your potential. 
In accordance with the Ontario Human 
Rights Code, Accessibility for Ontarians with 
Disabilities act, 2005, accommodation will 
be provided in all parts of the hiring process. 
Applicants need to make their needs known in 
their cover letter when they apply. 


