
 
Midwifing safe, quality, loving care 

 

BIRTH DETROIT ADMINISTRATIVE ASSISTANT  

The mission of Birth Detroit is to midwife safe, quality, loving care through pregnancy, birth, and 

beyond. We are a team of birth workers, birth advocates and public health leaders working together to 

open Detroit’s first freestanding birth center. Now a legally established 501c3 nonprofit organization, 

Birth Detroit will open its first neighborhood care center in 2020 and continues to fundraise for the birth 

center to open in 2021. The Administrative Assistant will be an integral part of the Birth Detroit team, 

working to support the Birth Detroit Executive Director and leadership team. The Administrative 

Assistant will manage scheduling, communications, planning and logistics, helping ensure the 

organization and efficiency necessary to operationalize Birth Detroit's mission and vision. 

 

Administrative responsibilities 

● Work closely and effectively with Birth Detroit directors to ensure they are well informed of 

upcoming commitments, responsibilities, and progress of projects 

● Understand how different projects interlink and overlap to provide optimal support  

● Manage organization and director calendars, prioritizing and resolving conflicts as needed 

● Serve as warm first point of contact for the organization  

● Schedule and support online meetings  

● Assist with clinic visit and staff scheduling  

● Prepare, organize and make electronically available documents for leadership team and Board 

of Directors meetings (e.g. agendas, minutes, supporting documents) 

● Purchase and keep inventory of office supplies, clinic supplies and branded merchandise  

● Keep storage room stocked and organized  

● Coordinate online store updates, shipping, and inventory  

● Maintain organizational files and documents  

● Assist with travel arrangements, registration and memberships as needed 

● Assist with documentation of insurance coverage for organization and staff  

● Manage repair and maintenance of office equipment, including computers, phones and printers  

Communications responsibilities  

● Maintain warm, professional, positive, and courteous manner 

● Assist with building and nurturing family and community relationships  

● Manage organization and director email accounts  



● Assist with organization social media accounts 
● Support compilation, editing and review of print and electronic newsletters  
● Coordinate website updates  
● Assist with donor communications, including appeal and thank you letters, via Network for Good  
● Coordinate family, community, fundraiser, and event mailings  
● Maintain organizational archives  

Volunteer and event responsibilities  

● Assist with planning and implementation of all major events  
● Assist with volunteer communications, including welcome, orientation materials, gathering and 

work group calendar  
● Coordinate Birth Detroit outreach presence at community events  
● Coordinate scheduling and logistics for Birth Detroit hosting, including provider, payor, and 

community forums, trainings, and events  

The ideal candidate is/has: 

● one or more years of related administrative support experience.  
● extremely detail-oriented and works to ensure well-organized calendars, meetings, processes. 
● excellent written and oral communications skills. 
● a genuine desire to support and meet the needs of others.  
● skilled at independent problem solving and communicating emergent issues in a timely manner. 
● non-profit experience or clear understanding of non-profit organizations.  
● experience working with boards, committees, donors and volunteers. 
● proficient computer skills in Microsoft Office suite, including spreadsheets, databases, 

presentations and word processing.  
● proficient in Zoom and/or other online meeting technology. 
● ability to work independently and prioritize administrative functions and requests.  
● ability to develop effective work plans, organize details, set priorities, and meet deadlines.  
● ability to operate and troubleshoot standard office equipment.  
● friendly, outgoing personality with strong interpersonal skills. 
● able to work independently and remotely, and effectively manage expectations to achieve 

established goals. 
● able to work well in a small team. 
● interest in and commitment to Birth Detroit mission, vision, and values. 
● understands the role of Black-led maternal health organizations in birth justice. 
● willingness to grow and learn with birth center start-up organization development.  

Familiarity with project management software, budgets, Quickbooks, Network for Good a plus.  

Passion for the mission of Birth Detroit a must.  

Compensation 

The position is part-time, 20 hours per week. 

Full-time salary range is $30-35,000. 



 

To Apply 

To apply send resume and cover letter to sbstewart100@gmail.com by Monday, August 31, 2020.  

Values Statement  

The mission of Birth Detroit is to midwife safe, quality, loving care through pregnancy, birth, and 
beyond. We dream of a world where birth is safe, sacred, loving and celebrated for everyone. Birth 
Detroit’s core values are safety, love, trust and justice. Safety is the foundation of Birth Detroit. We 
know birth center care improves outcomes and enhances the birth experience. All families should have 
access to a full range of safe birth options (birth center, home, and hospital). Love is the spirit of Birth 
Detroit. We lead with love. Our care for families is grounded in dignity, respect and a belief in the 
inherent value of all people. Trust is the heart of Birth Detroit. We listen to and believe our families and 
understand cultivating trust is essential so families can thrive. Justice is the root of Birth Detroit. We lift 
up reproductive justice, which is defined by SisterSong as “the human right to maintain personal bodily 
autonomy, have children, not have children, and parent the children we have in safe and sustainable 
communities.”  
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