
  

 

 

           

Proclaiming Good News  Uniting the Church  Impacting Cities Worldwide 
 

Career Opportunity 
Festival Administrative Assistant 
Part-time (20-25 hours per week) 

 
 

Do you want to use your gifting to help bring Good News to cities worldwide?  
 
The Luis Palau Association (LPA) is bringing the Gospel of Jesus Christ to cities and individuals through innovative 
strategies around the world.  
 
CityFest and CityServe initiatives impact cities through unifying the church, mobilizing service and proclaiming the 
Gospel. LPA has three daily radio programs carried on over 5,000 radio stations worldwide and a weekly TV program 
televised across the Spanish speaking world. Our Next Generation Alliance is a source of personal encouragement, 
coordinated evangelistic campaigns, and practical training for over 600 gifted evangelists around the world. 
 
Position Summary: Provide support between LPA Headquarters and event staff working on events worldwide. Position 
will include travel to US festival cities and potentially international festival cities. 
 
Location: This position is based at the Luis Palau Association Headquarters, 1500 NW 167th Place, Beaverton, Oregon. 
 
Responsibilities:  
 

 General administrative support to Senior Operations and Logistics Director. 

 Manage inventory. 

 Make hotel arrangements for traveling staff. 

 Manage hotel rooming list for festival events. 

 Process and coordinate artist contracts, hotel needs, transportation. 

 Assist with festival program planning and tracking. 

 Attend US festivals to assist with special guests and program needs. 

 Assist with email creation and distribution for cities - when needed. 

 Assist with data entry after heavy volume events. 

 Potential travel to African festivals. 
 
Qualifications: 

 Must be a Christian and in agreement with the LPA Statement of Faith. 

 Must be an active member of a local evangelical church. 

 Must believe in the power, relevancy, and urgency of evangelism. 

 Professional attitude and appearance. 

 Valid passport or ability to obtain one. 

 2-4 years of administrative experience. 

 US travel required, potential travel to Africa. 
 
Knowledge, Skills and Abilities: 

 Proficiency in Microsoft Office Suite 

 Experience with Salesforce and Planning Center a plus. 

 Ability to effectively communicate with a wide array of personalities. 

 Must have excellent interpersonal skills. 

 Must have excellent organizational skills. 
 
 

Please send cover letter and resume to employment@palau.org. 
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