
 
 
 

Job Description 
 

Position Title: Graduate Assistantship:  STEWARDSHIP ASSISTANT 

Department:   School of Theology  

Reports to:    Director of Development 

 
DESCRIPTION 
 
The School of Theology·Seminary Stewardship Assistant works with the Director of 
Development to understand the nature of stewardship, particularly for theological 
communities and to promote financial stewardship of the SOT·Sem among friends and 
alumni.  The stewardship assistant is in charge of all internal and external Theology Day, 
Alum Association, and Fellows Society event activity, including personal follow-up contacts 
with participants. This position supports the mission of the School of Theology and the 
Development Office by generating visibility, engaging prospective donors, and promoting 
Theology Day programming using print and digital media. 
 
 
MAIN RESPONSIBILITIES 

 
1. Coordinate all event direct mail activities 
2. Work with external or internal designers to create direct mail pieces while 

maintaining University/Department graphic standards for consistent marketing. 
3. Write, edit, and proofread documents and advertisements 
4. Event constituent research 
5. Coordinate details for all events (including registration information, database 

management, reserving meeting space, arranging for food and beverage needs, 
arranging media needs, working with bookstore for book sales, setup and takedown, 
creating participant folders, packing and shipping materials, etc.) 

6. Manage registrant check-in and the book-sales table at each session at Emmaus 
Hall/SJU. 

7. Follow-up calls to participants 
8. Other duties as assigned 

 

SECONDARY RESPONSIBILITES 

1. Produce and edit video of presentations to increase web/social media activity and 
generate interest in Theology Day programming. 

2. Regularly update social media accounts to expand Theology Day’s reach online. 
3. Attend weekly Development staff meetings and hold regular office hours 

 
 



Minimum Qualifications for Assistantships in Development 
This Assistantship position is intended to provide an opportunity for 2+ years of ministry for 
a person who is: 
 

1. a professed member of Saint Benedict’s Monastery or Saint John’s Abbey who has 
either completed or is pursuing a graduate program of theological/pastoral studies; or, 
 

2. a student who is enrolled in the Saint John’s School of Theology·Seminary and is 
making progress toward completion of a program of graduate theological /pastoral 
studies. 

 
 
Knowledge, abilities, skills: 

1. Must be an active member in a parish/faith community 
2. Effective communication skills (listening, speaking, and writing) 
3. Computer skills in Microsoft Suite programs and/or willingness to learn graphic 

design programs (InDesign, Photoshop, Illustrator, etc.) and web design (Ingeniux) 
4. Maintains a high level of competence, judgment, and appropriate confidentiality 
5. Knowledge and appreciation of the Benedictine heritage and character of Saint 

John’s Abbey and University 
6. Reliable and dependable 
7. Able to work collaboratively 

 
 
Additional Requisite: 
As a member of the School of Theology·Seminary student body, the successful candidate 
will also maintain a lifestyle that is publicly consistent with Christian teaching and 
Benedictine values.  Discreet judgment and confidentiality are expected. 
 
 
Appointment 
Administrative, 9-month (August 15 - May 15); 15 hours per week 

 


