
 
 

Focus Community Strategies (FCS) is a Christian community development organization that partners with 

under-resourced neighborhoods to provide innovative and holistic development that produces flourishing 

communities where God’s Shalom is present.  

 

Executive Administrator Job Description 
 

Description 

At FCS our team is passionate about building strong neighborhoods and coming alongside residents to 

create thriving places. We build houses, we sell coffee, we run a grocery store and so many other things 

to care for our neighborhood of Historic South Atlanta. We have a powerful team made up diverse 

experiences and skills. We work really hard and laugh every day. And right now, we have a need on our 

team. We are in need of a super-organized, detail ninja to keep us all running in the right direction. We 

need someone who loves problem-solving, can anticipate the needs of the team, and keep us buzzing 

through our busy days. We need someone who is passionate about our mission and sees it as their role 

to support our leadership to ensure they are at their full capacity.  

 

Now the nuts and bolts...the role of the Executive Administrator is to provide highly professional 

administrative and executive support to the leadership of FCS. Duties would include both executive 

support and development tasks such as scheduling and managing calendars for President and Executive 

Director, assisting with meetings and events led by FCS leadership, managing donation processes, 

creating and executing donor communication, providing development team with reliable and timely 

donor reports, and assisting with events and analysis for all fundraising activities within the organization. 

 

Strong applicants for this position will be self-motivated, team-oriented, highly detailed and organized. 

Applicants must be able to manage multiple projects and schedules while maintaining communications 

with executive leadership.  He/She will be asked to develop and maintain internal systems to strengthen 

and support FCS executive and development  processes.  Applicants must be highly skilled at organizing, 

interacting with and communicating to diverse stakeholders (basically, we need a really great people 

person who can juggle multiple tasks and projects). 

 

Responsibilities 

● Leadership Support 

○ Coordinate executive communications, including calls and emails 

○ Manage calendars and scheduling for President and Executive Director 

○ Assist and support meetings and events led by FCS 

○ Maintain organized systems of internal information 

○ Support the success of President and Executive Director as projects arise 

● Donation Management 

○ Process all incoming donations and create receipts 

○ Manage donor acknowledgment process 

http://www.fcsministries.org/


○ Manage database of donors and potential funders 

○ Manage multiple mailing list with fidelity and strong attention to detail 

○ Create donor reports and fundraising analysis 

○ Prepare monthly reconciliation between donor management systems and organizational 

financial systems. 

● Development Administration 

○ Be an active member of the development team participating in all areas of strategy, 

analysis and execution  

○ Provide administrative support to grant reporting and data collection 

○ Provide administrative support to fundraising campaigns and events 

 

 

Skills needed: 

● Excellent verbal and written communication skills 

● A self-motivated and detail-oriented planner 

● Ability to manage multiple tasks concurrently 

● Ability to communicate persuasively and accurately about FCS’s community development model 

and philosophy of responsible charity 

● Strong working knowledge of Microsoft Office, Google products, social media and database 

software, Raiser’s Edge NXT preferred 

● Commitment to a team environment 

● 3 to 5 years of development or administrative experience 

 

This is a full-time, salaried, exempt position with competitive benefits. 

 

Interested parties should submit a cover letter and resume to  

Katie Delp, Executive Director 

katie@fcsministries.org 

 
 
 
 

 
 


