
 

 
 
Position Title: Executive Assistant and Communications Coordinator 
Location: North Campus 
Reports To: President 
 
POSTION SUMMARY:  
 

This position is responsible for providing strategic administrative support for the President to: 

• Coordinate efficient and effective operations of the school including facilitating the annual and long-term planning 
processes ensuring collaboration and coordinated efforts across the school’s leadership team, the Executive 
Committee/Board of Regents, the Foundation Board and the various operating committees of the respective 
Boards. Special assistance will be provided to the Chief Advancement Officer and CFO in all areas under their 
direction.  

• Serve as the assistant to the Board of Regents, Foundation Board and related subcommittees in carrying out their 
responsibilities including taking of meeting minutes and coordinating meeting schedules, agendas and attendees in 
collaboration with the President and the respective Board Chairs. Also responsible for maintaining all legal files and 
filings related to the Board of Regents and the Foundation Board as well as the Corporation Annual Meeting. 

• Provide coordination and oversight of communications opportunities for the school and serves on the Marketing 
and Communications Committee. Focus on communication strategies that effectively engage and inform Oak Grove 
faculty and staff as well the Oak Grove community of students, parents and friends of the school. Special attention 
will be on 1) supporting communication of “the Oak Grove experience” in promoting the school to internal and 
external audiences as a key driver of enrollment and advancement goals and 2) coordinating communications 
internally and externally as the school’s capital improvement projects move from planning to fundraising to 
implementation. 

• Serve as a culture champion and member of Oak Grove’s Culture Committee with a focus to create, year after year, 
a stronger school culture always more reflective of “Are we who we say we are?” and “Are we who we are called to 
be?”  

 
Special note regarding fit and purpose: all employees of Oak Grove Lutheran School affect the lives of the young people 
and the families we serve. Therefore, all employees are expected to embrace the mission, vision and values of Oak Grove 
and serve as role models for life-long learning, Christian faith development and in all personal interactions showing respect 
for and service to others as duties are performed for the school. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES: Other duties may be assigned.  
 

Coordinate efficient and effective operations of the school 

• Coordinates weekly leadership team meetings and biweekly academic leads meetings including managing of 
agendas, action items and special event planning. 

• Organizes the annual and long-term planning processes across the school’s leadership team, the Executive 
Committee/Board of Regents, the Foundation Board and the various operating committees of the respective 
Boards. 

• Tracks on a regular basis and in a standard format departmental and organizational annual and long-term goals 
sharing regular updates on performance against goals with the leadership team, the respective Boards and 
operating committees. Work with the leadership team to create a dashboard of important metrics to be updated 
and shared on a regular basis. 

• Contributes annually to development of Oak Grove Impact Report to be shared across the Oak Grove community. 

• Oversees Oak Grove’s Administrative Policies ensuring timely updates and accuracy.  

• Serves as Confidential Secretary to the President and is responsible for all clerical duties associated with the 
effective performance of duties of the President including:  

o Places and receives telephone calls and records messages.  



 
o Welcomes visitors and arranges for their comfort.  
o Maintains a schedule of appointments and makes arrangements for conferences and interviews.  
o Handles registration and travel arrangements as required by the President.  
o Orders supplies, subscriptions, and memberships as required by the President and Board.  
o Writes/edits articles, speeches, notes, letters and memos as required by the President and Board.  
o Reviews periodicals, articles, newsletters, etc. and advises the President of information pertinent to 

current Oak Grove concerns.  
o Advises the President immediately of the existence of any problems deemed to warrant prompt attention, 

advice or intervention.  
o Performs special assignments and other duties as determined by the President.  

 
Serve as the point person to assist the Board of Regents, Foundation Board and related subcommittees 

• Schedules regular and special meetings of the Executive Committee, the Board of Regents and the Foundation 
Board and subcommittee meetings as directed. 

• Prepares with the President and Chair of the respective Board, an agenda setting forth all known items of business 
to be considered at each meeting as well as information and supporting documents related to each agenda item.  

• Disseminates all information regarding Board meetings to Board members with adequate time for review. 

• Attends all meetings of the respective Boards, and committees as assigned, and provide minutes as directed 
keeping an accurate and permanent record of the proceedings.  

• Facilitates the Board’s monitoring of compliance with policies including annual submission of Conflict of Interest 
documents.   

• Updates the policies contained within the Board Policy Manual and drafts new policies as required.  
 

Provide coordination and oversight of communications opportunities for the school 

• Serve as the communications conduit between campus, faculty, staff, business office and all those who work for 
Oak Grove keeping all informed and communicating across locations and divisions of Oak Grove 

• Keep all faculty and staff apprised of initiatives and happenings at Oak Grove and ensure communication to Board 
of Regents and the Foundation Board on all things Oak Grove 

• Keep abreast of outstanding achievements by students and staff requiring recognition to internal and/or external 
audiences.  

• Support administrative staff and their communication with various city, county and state offices to facilitate 
cooperation regarding mutual concerns.  

• Participate in the development of an annual community engagement campaign to ensure important Oak Grove 
initiatives and events receive appropriate media coverage.  

• Coordinates with Marketing staff to oversee Oak Grove’s website and effective use of social media.  

• Provide support for the creation of Oak Grove publications, including but not limited to: internal and external 
newsletters, brochures, reports, presentations, advertisements, and online publications.  

• Participates in coordination, planning and execution of all major events at Oak Grove 

• Recruits and coordinates volunteers for projects initiated by leadership 
 
Serve as culture champion and participant in Oak Grove’s Culture Committee 

• Facilitates the work of the Culture Committee to develop and implement culture-building strategies and initiatives 
that reinforce Oak Grove’s mission, vision and values throughout the school.  

• Schedules regular meetings, manages agendas and ongoing action items for the committee 

• Helps guide a culture that creates a greater sense of safety and belonging, shared vulnerability and connectivity and 
always building on the organization’s and individuals’ sense of purpose. 

• Works with the Academic Leadership Team to refine the teacher assessment tool to better reflect growth in and 
integration of Oak Grove’s shared values in their classrooms.  

• Coordinates an annual book read or other culture resource as identified by the committee 

• Leads the process to create a survey or an assessment tool to measure students’ connection with and reflection of 
Oak Grove’s mission, vision and values as a way of quantifying “Are we who we say we are?” and “Are we who we 
are called to be?” 

• Creates plan to extend the survey/assessment tool to Oak Grove alumni to measure long-term impact of the Oak 
Grove experience. 

 



 
QUALIFICATIONS AND REQUIREMENTS: 
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. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions.  
 

EDUCATION and/or EXPERIENCE:  

• Bachelor degree in Business, Communications or similar field 

• Excellent interpersonal skills as demonstrated through working with others 

• Excellent oral and written communication skills 

• Experience in writing articles and letters for organizational communication 
• Experience as an assistant to Senior Level Leaders 

• Experience in Non-Profit work environments 

• Knowledge of laws and regulations in serving communication functions, within a non-profit organization. 
 

OTHER SKILLS and ABILITIES:   

• Must have demonstrated experience in communication activities at an organizational wide level 

• Ability to develop effective working relationships with school stakeholders both internal and external 

• Ability to communicate clearly and concisely, both orally and in writing 

• Ability to perform duties with awareness of Oak Grove Policies 
 

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the 
employee is regularly required to sit and talk or hear. The employee occasionally is required to walk and reach with 
hands and arms. The position requires the individual to meet deadlines with severe time constraints and to interact with 
the public and other workers. Specific vision abilities required by this job include close vision and ability to read from a 
computer. 

  
WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. The noise level in the work environment is usually quiet 
to moderate and the employee must be able to prioritize among multiple demands from several people. 
  
EVALUATION:   Job performance is evaluated in accordance to Oak Grove Lutheran School policies.  

 
Information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an 
exhaustive list of the duties performed for this position. Additional duties are performed by the individuals currently 
holding this position and additional duties may be assigned 
 
SEND APPLICATION TO: Oak Grove Lutheran School 

Attn: Mike Slette and Matthew Hallaway 
124 N Terrace, Fargo, ND 58102 
Phone: 701-373-7152 (Matthew) 
Email: mike.slette@oakgrovelutheran.com and matthew.hallaway@oakgrovelutheran.com 
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