
  

  

 
 

Pittsburgh Theological Seminary 
Administrative Assistant to the Vice President for Academic Affairs & Dean of Faculty  
  and the Director of the Doctor of Ministry Program 

 

 

INSTITUTIONAL OVERVIEW: 
Pittsburgh Theological Seminary is a graduate school affiliated with the Presbyterian 
Church (USA) having roots dating back to 1794. Additional information about the Seminary 
is available online at www.pts.edu. 

 

POSITION SUMMARY: 
Perform administrative and office support activities that are critical for smooth operations for the Dean of Faculty, 
who is Vice President for Academic Affairs, and the Director of the Doctor of Ministry Program, who directs the 
professional doctoral degree for those in ministry. 

 
a. Examples of specific tasks include: field telephone calls and email inquirers, maintain calendars, 

arrange appointments, make travel arrangements, and maintain accurate budget records. 
 

b. Participate in problem solving, updating records, and serving with co-workers including registrar, IT 
staff, library, and members of the faculty, among others. 

 
c. Perform multiple tasks with ease and enjoy the challenge, including detailed organization ability 

required for maintaining faculty and student records. 
 

d. Ability to maintain a hospitable and courteous presence as a first line face for visitors, students, and 
guests of the Seminary. 

 
e. Enjoy people and see the position as a vocation in which to fully participate as part of a community of 

learners. 
  

This position will report jointly to the Vice President for Academic Affairs and Dean of Faculty and Director of 
the Doctor of Ministry Program, and may be asked to perform other duties or overflow work as required. This 
is a full-time (40 hours per week), non-exempt position for purposes of payment of overtime under the Fair 
Labor Standards Act. 

 

QUALIFICATIONS: 
 

Proficient reading, writing, grammar, mathematics, and organizational skills; detail oriented; proficient interpersonal 

relations and strong communication skills; extensive software skills, including Microsoft Office, as well as Internet 

research abilities; desire to seek skills for the fast-paced changes in technology; general knowledge of Christian 

Church and its beliefs. Must be able to maintain confidentiality. 

EDUCATION AND EXPERIENCE: 
 

High school diploma/GED, college graduate preferred with an emphasis in a business curriculum; provide 
evidence of computer training certification, experience in a higher education environment a plus; facility with web 
page maintenance and social media desired; experience with database and financial reports and related 
software desired; minimum of one (1) year experience in related positions normally required. 

 

GENERAL EXPECTATION: 
 

Support the mission of the Pittsburgh Theological Seminary, a caring and ecumenical community seeking to 

prepare men and women for pastoral ministry and Christian lay leadership in all phases of the Church's outreach. 

Abide by the current laws and organizational policies and procedures designed and implemented to promote an 

environment, which is free of harassment and other forms of illegal discriminatory behavior in the work place, 

including the Financial Code of Conduct and Conflict of Interest. 

http://www.pts.edu/


  

  

 

APPLYING: 
 

The expected start date for this position is October 1, 2014.  Review of applications will begin immediately and 
will continue until the position is filled. Applicants must supply a cover letter and résumé.  Submit materials to Dr. 
Byron Jackson, Vice President for Academic Affairs and Dean of Faculty, Pittsburgh Theological Seminary, 616 
N. Highland Avenue, Pittsburgh, PA 15206.  Electronic submissions to bjackson@pts.edu are preferred. 

mailto:bjackson@pts.edu

