
 
Committed to serving the Lord Jesus and His Church in Malawi in ensuring the availability of the affordable Holy Scriptures which are faithful to the 
original texts\, without doctrinal note or comment in various formats and media for worship, witness, discipleship and spiritual growth through 
translation, Production, Distribution and Non-Print Media programs 

 
  
 
  
 
 
 
 
 

 
 

 

EXECUTIVE ASSISTANT TO THE CEO 
 

“Your word is a lamp to my feet and a light to my path” 
Psalm 119:105 
  
The Bible is at the heart of Bible Society of Malawi’s mission. We are captivated, challenged, and inspired by this 
extraordinary collection of books. We believe the Bible is God’s truth and God’s story. In everything we do, we seek 
to honour Christ and the everlasting Word of God. 
 
By joining the Bible Society of Malawi team, you’ll have the opportunity to serve in a ministry that is advancing God’s 
Kingdom in Malawi. We desire to serve God by bringing our gifts, talents and experiences together to make a 
difference in Malawi, living out the Great Commission. 
 
Bible Society was established to serve the whole Church irrespective of denominational affiliation or theological 
tradition. When we publish the Bible we do so without doctrinal notes or comments. 
 
Role Purpose: 
A dynamic, confident, organised and energetic executive assistant (EA) is needed to support  the Chief Executive 

Office. You need to be well organised, articulate and outgoing, full of ideas and quick thinking. As you will be first 

point of contact internally and externally, you will need to be a good communicator with people on the phone and 

face to face. 

Key responsibilities: 
• Communicating directly, and on behalf of the CEO, with internal staff and global partners. 

• Extensive diary management with special attention to multiple time zones affecting the CEO. 

• Schedule, organise and co-ordinate meetings. 

• Assist the office with the preparation, recording and follow-up of meetings. 

• Support Board requirements, from meeting organization and comprehensive reporting to hosting and 

arranging board meetings. 

• Coordinate events related to the CEO’s office. 

• Organise travel, transport and hotel arrangements and arrange travel itineraries. 
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• Type and compose letters, memorandums, presentations, proposals and other documents (Filing and 

Secretarial). 

• Dealing with ad-hoc admin queries. 

• Support any special projects as directed by the CEO including the compilation of documentation for 

meetings and for travel, creating decks for top executive briefings, planning and logistics for the events team 

meetings, etc. 

• Prioritising, and following up on incoming issues and concerns addressed to the CEO, determining 

appropriate course of action, referral, or response. 

• Ensure the CEO and lead team have their regular times of meetings. 

• Other administrative tasks and projects as may be required. 

 
Essential Skills, knowledge and experience: 

• A strong faith in Jesus Christ, and a calling to this ministry. 

• Commitment to the vision and aims of the Bible Society. 

• Fluency in English (reading, writing, speaking). 

• Experience in Human Resources, particularly compliance. 

• Skills required include experience in administration, human resources, diary management, meeting minutes. 

• At least 5 years experience as an EA/PA. 

• An ability to write clearly and concisely is important. 

• Must be able to communicate well with people at all levels. 

• Must be able to assess priorities and manage under tight deadlines. 

• Discretion, professional and personable attitude at all levels. 

• Sound secretarial skills, including excellent Microsoft Office skills and PowerPoint. 

• Strong Human Resources Management skills. 

• Highly organised and ability to work on own initiative: a ‘can do, will do’ approach to work. 

• Diligent, accurate, methodical with a good eye for detail. 

• Flexibility in working hours in order to support the CEO’s office as needed.   

 

You’re the right fit for this role because you are: 
 
Passionate – your sense of purpose is clear, and you put your whole heart into everything you do. 
 
Resilient – you can handle difficult circumstances with grace, and persevere under pressure. 
 
Humble – you want to live a simple life, using your skills to serve others. 

 
Integrity – you conduct yourself in a manner worthy of the Gospel of Christ. 
 
Excellence – Whatever you do, you work at it with all your heart, as working for the Lord. 
 
Steward – you acknowledge that the earth is the Lord’s and all that is in it. 
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The Role: 
 
This is a full-time, permanent role (after probation). You’ll work 7:30am to 4:30pm, Monday to Friday. Salary for this 
role will within the Society’s salary structure. We also offer pension, life insurance, and a company medical support 
plan. 

 

If you are interested in joining the Bible ministry please download the application form from our website; 
www.biblesociety-malawi.org and submit your completed application form in own handwriting and copies 
of certificates to: 

The Executive Director, 
Bible Society of Malawi, 

Bible House 
PO Box 740 

Blantyre 
Email: bsmalawi@biblesocieties.org 

Closing Date: 15th November 2018.  

Only Shortlisted applicants will be notified.  Thank you for prayerfully considering this opportunity to serve 
many through seeing an effective Bible Society thriving in its mission. 
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