
Administrative Assistant 
The Baptist Home & Healthcare Ministries 

 
The Baptist Home & Healthcare Ministries is seeking a full-time Administrative Assistant to join our 
team. The Baptist Home is a distinctively Christian ministry called to joyfully serve in a Christlike manner 
by Educating, Advocating, and Caring for the aging for the Glory of God. We have four campus locations 
across the state of Missouri, with plans to add more in the future. Our corporate office is located in 
downtown Jefferson City, where this person will work.  
 
Job Responsibilities 

• Provide administrative support to the leadership team 

• Open and close the office 

• Answer telephones in a professional, courteous, helpful, and consistent manner 

• Champion first impressions and customer service 

• Greet and manage incoming visitors 

• Assist with hospitality, internal events, and catering 

• Set up phone, in person and zoom meetings, managing conference room schedules and set up 

• Record minutes for weekly cabinet meetings and Executive Board meetings 

• Printing forms and documents; Copying, binding, and assisting other staff 

• Monitor office supplies inventory and replenish as needed 

• Serve as a backup to the Staff Accountant 

• Assist in processing checks and receipts 
 

Required Qualifications 

• Minimum of one-year relevant experience  

• High School Diploma (College degree is a plus) 

• Professing Christian who is active in their local church 

• Team player 

• Tech-savvy 

• Strong communication skills 

• Detail-oriented and organized 

• Flexible and adaptable 

• Experience with non-profits is a plus (but not required) 
 
This position is a full-time, non-exempt role with an expected schedule of 40 hours per week. Benefit 
offerings include Medical Insurance, Health Savings Account, 403b Retirement, Life Insurance, Short-
Term and Long-Term Disability, Dental, Vision, Cancer, Accident, Critical Illness. Employees also accrue 
paid Vacation and Sick time. Compensation is determined based on education and experience.  
 
To apply, please send your cover letter and resume to Recruiting@OutrightHR.com. 
 
*** 
 



For over 100 years, The Baptist Home has provided quality, Christian care to the aging. During this time, 
The Home has grown to four campuses located across the state of Missouri with campuses at Arcadia 
Valley (Ironton), Ashland, Chillicothe, and Ozark. In addition, The Home provides nearly $2 million 
dollars each year in benevolent assistance to residents in long-term care who can no longer pay the full 
cost of their care. The Home has further expanded its services to reach those outside our doors by 
providing ministry through educational services and outreach programs designed to assist churches and 
other organizations to help aging individuals who may never grace our door steps. 


