
 
VIRGINIA THEOLOGICAL SEMINARY 

 

Employment Opportunity 

Administrative Coordinator for Lifelong Learning 

 
Virginia Theological Seminary, an Episcopal Seminary in Alexandria, VA, seeks a Full-time 

Administrative Coordinator (40 hours per week) to support the work of the Lifelong Learning 

department, specifically work for three vibrant programs formerly known as The Center for the 

Ministry of Teaching, The Center for Liturgy and Music, and Lifetime Theological Education. 

 

Under the supervision of the Program Manager for Lifelong Learning and Assoc. Dean Lifelong 

Learning, the Administrative Coordinator will perform tasks including: Manage the 

Department’s Calendar as well as the Director’s calendar, provide administrative support to the 

Lifelong Learning Team, Create a welcoming environment in the shared Lifelong Learning Hub, 

currently a temporary space, as the new space is designed; maintaining accurate electronic and 

paper records and files, preparing check requests and monthly expense reports, ordering supplies, 

recording minutes; point of contact for all questions and inquiries about the department; manage 

department sites, hosting contracts, and contacts list; managing registration for events on 

EventBrite; manage video-conferencing and web events;  manage new grants. 

 

The successful candidate will possess: excellent skills in Microsoft Office (particularly Word and 

Excel); superior oral and written communication skills both English; willingness and ability to 

support multiple projects and deadlines with input from different departmental areas; a 

developed understanding of the need for discretion in all matters; experience working in a range 

of databases as well as comfort in learning and managing a variety of web-based applications 

and interfaces. Other preferred qualifications include: experience in with church structures; 

experience providing administrative support at the management level; Spanish and English 

fluency oral and written; an Associate’s or Bachelor’s degree; knowledge and experience of the 

Episcopal church.  Must be able to stand for long periods of time. Must be able to walk. Must be 

able to lift and/or move up to 15 pounds. May be required to reach with hands and arms. 

 

 

VTS is committed to racial and ethnic diversity at every level of its life and mission. Persons 

from under-represented ethnic and racial minorities are encouraged to apply. Those interested in 

applying for this position are invited to submit a resume and a cover letter to 

 
https://www.paycomonline.net/v4/ats/index.php?/job/apply&clientkey=9D0C356EF28896A7850373AA2

4879CC0&job=10477&jpt=04b967d7d0dba9c43db4e38f4f0583a8 
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