
 

 

 
MINISTRY WITH COMMUNITY 

Member Experience Assistant- Job Description 
 
Job Summary Overview: 
The Member Experience Assistant (MEA) is responsible to serve as support for the Associate Director (AD), in reporting and 
projects related to the overall Member experience at Ministry with Community, including member services, safety, and 
security. The MEA will conduct significant data mining of the Member Engagement Program (MEP) program, and will serve as 
primary support for AD administration and special projects.  
 
Reporting Relationships: The MEA will report to the Associate Director and will collaborate regularly with the Program team 
and the Marketing Coordinator. 
 
Accountabilities: 

 Provide direct administrative support to the Associate Director (related to Member Service and Security, MEP, and 
overall member experience) 

 Thoroughly learn and utilize the MEP database to mine relevant data for internal use, marketing opportunities, 
strategic plan elements, and external reporting. 

 Work with Marketing Coordinator to suggest/draft stories for spreading the word about MwC, based on MEP and 
other results of member and staff experiences. 

 Attend Program Committee meetings to take notes and work closely with the AD and Program Director on strategic 
plan items as well as ongoing work for member impact. 

 Support the AD in the development and implementation of new/different experiences for members: in the arts and 
humanities (Music programs, reading, writing, poetry, crafts, games, other)  

 Execute other duties as required  
 
Requirements for Consideration: 

 Minimum of 2 years successful experience in an administrative role 

 Intermediate to advanced level experience and comfort with MS Excel and other database programs 

 Comfort with computer programs: MSWord/Office, PowerPoint 
 

Desirable Characteristics: 

 Effective oral and written communication skills 

 Ability to learn quickly (desire to continue learning) and exhibit creative problem-solving 

 Strong organizational skills and ability to juggle multiple tasks 

 Commitment to the highest level of customer service for both internal and external customers (staff, members, 
volunteers, colleagues) 

 Is trustworthy and has an extremely high level of integrity 

 Discreetly handles confidential information 

 Consistently meets commitments in a timely and professional manner 

 Is attracted to diversity in all aspects of the workplace 

 Possess a strong interest in, and compassion for, the continuum of self-sufficiency, trauma-informed care, resilience, 
homelessness, and other challenges experienced by those we serve. 

 Ability to learn and utilize computers and technology to the degree necessary to effectively execute tasks  

 


