
                               4330 Auburn Blvd. 
Sacramento, CA 95841 

 
Executive Secretary, Vice President’s Academic Affairs 

(Salary to be determined) 
 
Under the direction of a Vice President, EPIC the Executive Secretary acts as a confidential assistant and 
lead clerical person for the Academic Department; keeps official department records; and executes 
administrative and academic policies determined by or in conjunction with other officials by performing the 
following duties.  This is a non-exempt position.  This person may be evaluated at any time. 
 
Qualifications  
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required.  
 
Education and/or Experience                       
 
Bachelor's degree (B. A.) from four-year college or university; or one to two years related experience 
and/or training; or equivalent combination of education and experience. 
 
Computer Skills                       
 
The successful individual should have experience using database software; Google Docs, Internet 
software, Excel Spreadsheets and MS Word.  Knowledge of BlackBaud Software is preferred. 
 
Essential Duties and Responsibilities include the following. Other duties may be assigned. 
 
Acts as an EPIC Bible College Ambassador and representative of the Vice President greets guests, 
screens incoming calls and correspondence and responds independently when possible. 
 
Prepares communications explaining procedures and policies to staff; often monitors compliance; creates 
and maintains database and spreadsheet files. Sends out notices relating to the Academic Calendar; 
gathers and tracks results for reporting to the Vice President as well as other committees. 
 
Arranges and coordinates events or conferences by arranging for facilities and caterer, issuing 
information or invitations, coordinating speakers and facilities. 
 
Compiles and prepares agendas, notices, minutes of meetings, academic meetings and committee 
meetings.  Disseminates in a timely manner, as appropriate.  Takes notes and composes confidential 
correspondence, reports, and other complex documents. Sets up and track class assignments and 
attendance each quarter for the Vice President.  Acts as custodian of academic documents and records. 
 
Abilities 
 
In order to perform these duties the ideal individual will have strong customer service skills, be quick to 
interpret EPIC policies, be attentive to details, be safety conscious and adjust the workday to meet 
emergencies, analyze and resolve work problems, and confer with the Vice President and Department 
Chairs as well as professors. 
 
Other Qualifications                       
 
The successful candidate will understand and agree to abide by the EPIC Bible College Code of Conduct 
and Doctrinal Statement; and for special events, will be required to volunteer 10-20 hours per month. 
 
Additional Desirable Characteristics 
 
The candidate will possess an understanding of the ministry and mission of EPIC Bible College. 
 
 



Competencies - To perform the job successfully, an individual should demonstrate these competencies: 
       
Demonstrates accuracy and thoroughness; applies feedback to improve performance; and monitors own 
work to ensure quality. Demonstrates accuracy and thoroughness.  Meets productivity standards; 
completes work in timely manner, strives to increase productivity; and observes safety and security 
procedures. 
 
Sets and achieves challenging goals; demonstrates persistence and overcomes obstacles; measures self 
against standard of excellence; adapts to changes well; manages competing demands; deals well with 
frequent change, delays, or unexpected events. Undertakes self-development activities.  
 
Follows instructions, responds to management direction; takes responsibility for own actions; keeps 
commitments; and commits to long hours when necessary. Completes tasks on time. Meets challenges 
with resourcefulness. Generates suggestions for improving work. Shares expertise with others. 
 
Prioritizes and plans work activities; uses time efficiently; plans for resources; and develops realistic 
action plans.  Demonstrates tactfulness and reacts well under pressure; treats others with respect 
regardless of their status. Assesses own strengths and weaknesses; and builds knowledge and skills. 
 
Manages difficult or emotional situations. Responds promptly to requests for service and assistance.  
Solicits feedback to improve service, focuses on solving conflict, not blaming. Maintains confidentiality. 
Listens to others without interrupting; and remains open to others’ ideas. Exhibits sound and accurate 
judgment. 
 
Speaks clearly and persuasively in all situations; listens and gets clarification; participates in meetings. 
Writes clearly; and edits work for spelling and grammar. Reads, analyzes, and interprets general business 
periodicals, professional journals, procedures, or regulations accurately.  Writes clearly, reports, business 
correspondence, and procedure manuals.  Effectively presents information and responds to questions 
from various sources. Calculates accurately, figures and amounts such as discounts, interest, 
commissions, proportions, percentages, area, and circumference.  Applies basic concepts of algebra. 
  
Understands business implications of decisions and aligns work with strategic goals. Develops strategies 
to achieve organizational goals; understands organization's strengths & weaknesses; and adapts strategy 
to changing conditions. Follows policies and procedures; completes administrative tasks on time; and 
supports organization's goals and values.  Respects diversity.   
 
Balances team and individual responsibilities. Exhibits objectivity and openness to others' views; and 
gives and welcomes feedback.  Identifies and resolves problems in a timely manner; gathers and 
analyzes information skillfully; develops alternative solutions; works well in group problem solving 
situations; and uses reason even when dealing with emotional topics.  Contributes to building a positive 
team spirit; and puts success of team above own interests.  Coordinates projects; communicates changes 
and progress; and completes projects on time. Gives appropriate recognition to others. 
 
Treats people with respect. Keeps commitments.  Inspires the trust of others and works with integrity and 
honesty.  Displays passion and optimism and Inspires respect and trust.  Demonstrates knowledge of 
EEO policy; and shows respect and sensitivity for cultural differences; educates others on the value of 
diversity; and promotes a harassment-free environment. 
 
Physical Demands  
 
While performing the duties of this Job, the employee is required to use hands to finger, feel; reach with 
hands and arms and talk or hear. Specific vision abilities required include close, distance and color vision.  
Reasonable accommodations may be made to enable individuals with disabilities.  
 
How to Apply 
Submit an EPIC Application, Resume and cover letter to Dr. Greg Hartley, Vice President of Academic 
Services;  ghartley@epic.edu. 
 
EPIC Bible College does not discriminate on the basis of race, color, national origin in all school 
administered policies and practices. 


