
 

Mission through Business: Executive assistant / internship 
 

Job title Executive assistant / internship 

Main responsibility Working for and with the directors, contributing directly to the work 
and outputs of Mission through Business, and enabling the 
organisation to fulfil its purposes and objectives 

Reporting to Directors of MtB. 

Place of work Home-based, but with the ability to support 2-3 meetings per 
month in London area 

Hours of work Two to three days per week 

Start date ASAP 

Remuneration Part-supported, with amount to be agreed with you and your 
church. Would suit an internship. 

 

Mission through Business is an evangelical initiative, seeking to see many more business people* 

envisioned, equipped and sent by the church across boundaries to proclaim the Kingdom and make 

disciples, loving and serving communities as they do so. We work with churches, church planting 

networks, mission agencies and businesses to catalyse mission and ultimately see new churches 

growing in places and communities which have been hard to reach with the gospel.  

A further introduction to MtB is attached below, and more information is available on our website 

www.missionthroughbusiness.org  

*business people here refers to all types of individuals involved in enterprise, including trades-people 

(plumbers, welders, electricians, agriculturalists etc), directors, managers, PAs, HR, marketing, 

operations, consultants, services (eg hairdressers) and entrepreneurs. 

 

General 

Would you like to be part of an evangelical organisation seeking to transform lives by helping to 

reach a million more people with the gospel? We aim to serve the church by engaging business 

people to use their vocations and skills to be and make disciples of Jesus, specifically in areas where 

Christ is not yet known. This is global and local mission. It’s business people on the front lines. 

Do you have an entrepreneurial spirit, best suited to working in a small team?  

Are you Christ-centred and Bible-based?  

Are you passionate about advancing the gospel where Christ is least known? 

Are you adaptable and flexible, able to cope with uncertainty? Are you able to handle responsibility, 

and cope with day-to-day self-motivation? 

If so, then why not explore working with us? 

As a result of our Christian ethos, this post is covered by a Genuine Occupational Requirement (GOR) 

under the Equality Act 2010. The successful applicant will be expected to be a practising evangelical 

Christian and to clearly demonstrate a personal commitment to Jesus Christ and the mission, vision, 

ethos and distinctives of the organisation. 

http://www.missionthroughbusiness.org/


 
 

Mission through Business: Job Descriptions – March 2018 

 

We are looking to appoint three people, at least half-time, to serve alongside the existing team in 

this exciting phase of development and potential. All three roles are home-based, but you will need 

to have the ability to meet in the London area 2-3 times a month. 

The three roles are: 

• Content director 

• Director of operations 

• Executive assistant / intern (this document) 

The two director roles are non-salaried. They would suit someone who comes with a support 

network (eg through a mission agency or church), or is happy to raise that support, or has a second 

job (eg 2 days per week) which can support their needs. 

The executive assistant role is part-supported, and would suit an internship arrangement. If this is 

the case, mentoring will be structured and agreed with your church. The role could suit someone 

studying part-time. Exact support can be discussed with you and the church. 

Note: We believe the three roles are the ones shown, but remain open to God’s leading and direction. 

If He’s putting this on your heart and you don’t “neatly” fit one of the roles, please do get in touch.  

 

To apply 

Applications should be sent by email to: jobs@missionthroughbusiness.org  

Please enclose with your application: 

• A full CV including your qualifications, employment history (showing the more significant 

positions and responsibilities held, and relevant achievements), and any significant ministry 

responsibilities and initiatives undertaken; 

• A covering letter of no more than 2-3 pages summarising: 

o Your proven ability with regard to the key responsibilities, skills and experience 

outlined below; 

o Your spiritual history and goals, and how you hope that this role may fit. 
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Executive assistant 

You will work for and with the directors, contributing directly to the work and outputs of Mission 

through Business, and enabling the organisation to fulfil its purposes and objectives. 

The role will be two or three days per week. It would suit an intern, or someone moving into a new 

sector looking for experience. We can discuss funding towards the role, ideally in partnership with 

your local church. 

A key area will be sourcing content for MtB’s communications and thought leadership, researching 

online and via contacts, and potentially running specific studies (eg surveys on evangelical business 

people’s attitudes towards mission). 

The role will also enable the productivity and effectiveness of the team, helping organise events, 

visits and prepare presentations. Note: this is not envisaged as a PA (Personal Assistant) role 

overseeing the directors’ inboxes and diaries, although there will be some element of relationship 

management and meeting support (eg notes, agendas etc). 

You will get involved in a range of areas of a start-up organisation, working with many evangelical 

mission agencies, church networks and businesses in the UK and overseas. 

The expectation is that this role will: 

- Be under Christ’s headship: dependent, prayerful and applied day-to-day in your work 

- Be able to work effectively and efficiently under direction, whilst being proactive in raising 

issues, deadlines or further activities 

- Have excellent communications skills, written and oral 

- Be able to gather and analyse data and literature, developing clear and well-evidenced 

conclusions. 

- Have administrative excellence, including forward planning and attention to detail 

- Have proficient IT and social media skills. It would be desirable if you have some 

understanding of graphic design, videography, web design and/or cloud-based back office. 

- Be intentionally mentored by one or more of the directors, seeking to develop personally 

and vocationally through the role. A structured plan will identify agreed areas of 

development and discipleship across a range of areas, some of which will be met internally, 

some externally. This will be also discussed with your church.  

- Be able to raise some support.  

- Be an active member of your local church, and evidence your heart for discipling and 

evangelism, particularly cross-culturally. 

 

You should be able to evidence how your experience and skills will help you deliver the role 

responsibilities outlined above. 

For this executive assistant role, and particularly if considered as an internship, you should discuss 

your intended application with your church. Ideally, we would prefer this to be part of overall 

development and discipleship in a church-centred manner, and would work with the church to 

achieve this. 
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About Mission through Business 

Mission through Business is a new UK initiative, formed from a consultation between mission 

agencies, church leads and business leads in 2016. It is a connector, a catalyst, an equipper and a 

prompter. We want to serve the church by opening eyes as to the possibilities and pathways for 

business people to get engaged in God’s mission to all nations.  

It is being driven by a group with experience in mission agencies, church and business. We partner 

and serve organisations such as AIM, SIM, OMF, AWM, Pioneers, Frontiers, and many churches and 

church planting networks. 

The organisation is currently being registered as a Community Interest Company. This a UK legal 

form which is regulated by a specialist public body1, and requires the organisation to use all funds 

and proceeds in line with the objectives set out in the Memorandum and Articles of Association. 

Unlike a charity, it has broader scope for governance (roughly in line with company law) and funding, 

financing and investment. It does not benefit from tax advantages (eg gift aid), but is able to accept 

charitable company investments or grants. 

Our distinctives were developed during the consultation, and are as follows 

The initiative longs: 

1.       To see God given all the glory by more people coming to know and worship Him through the 

risen Christ Jesus. The only way to come into God’s Kingdom and enjoy Him eternally is through the 

repentance and faith in the redeeming work of God’s grace in Christ. 

2.       To see disciples of Jesus loving our neighbours and showing God’s goodness through our 

behaviour as His people. Business can have a role in this, particularly in opportunity (job) creation 

and long-term poverty alleviation. Our God is passionate about injustice. 

3.       To see many more business people in the UK prepared and sent by the UK church to tell 

people of Christ and share his love, recognising their God-given skills and experience in business. 

4.       To focus particularly on those who do not have the opportunity to hear of Christ, no matter 

where these communities are found locally and globally. Often this will mean crossing barriers, 

including cultures. 

And to do all this in a manner which will serve the local church, honour Christ and demonstrate 

excellence. This is business with integrity. In particular, we want to express the work as the single 

body of Christ, whilst recognising our diversity of backgrounds and emphases. 

 

For more information and if you have questions: 

Email us at jobs@missionthroughbusiness.org 

Look at our website www.missionthroughbusiness.org  

See us on Twitter  @MTB4nations 

 

                                                             
1 https://www.gov.uk/government/organisations/office-of-the-regulator-of-community-interest-companies 

mailto:jobs@missionthroughbusiness.org
http://www.missionthroughbusiness.org/

