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Dear Applicant, 

Thank you for your interest in Bridgehaven Counseling Associates! We consider it an honor and joy to serve Christ 
here in the RDU area (and beyond!) through clinically-informed biblical counseling. We’re committed to serving 
the Lord enthusiastically and joyfully, as we endeavor to help people to think and to live in a gospel- centered way. 

We’re at an exciting juncture in our ministry and are ready to expand our team. We are looking for a team-player 
who is committed to serving Christ joyfully; one who has the desire, personality, character, and ability to support 
the work of the Executive Director and counselors, and to serve our clients in a welcoming, discrete, and careful 
manner.  

The person we are looking for should be a committed Christian and faithful member of a local, evangelical church. 
This individual will have a teachable spirit and servant’s heart, but also be one who is willing to take initiative. We 
require someone who is comfortable interacting with others, who has exceptional organizational skills, and who 
either has facility with computer software (Google Docs, Microsoft products; QuickBooks, etc.), electronic health 
records (SimplePractice), and social media (FaceBook, Twitter, WordPress), or be someone who is willing to learn. 

Because of the nature of our ministry it is important that this individual be able to maintain strict confidentiality 
as they assist our Executive Director, our counselors, and our clients in person, on the phone, and over the internet.  

While this is currently a part time position, we are looking for a person who desires to work long term with us in 
an administrative capacity. We are looking for an individual who would see serving the clients and the counselors 
of Bridgehaven as their primary ministry. While we do anticipate this particular role growing in scope in the future, 
this is not intended to be a transitional role to serving as a counselor at Bridgehaven. 

Our office atmosphere is fun, supportive, and team driven. You will find that we are each committed to supporting, 
encouraging, and praying with an for one another. We all love what we do, and we hope that the person who 
serves in this role will love serving with Bridgehaven, too. 

Below you can see the job description for the position. If this role sounds attractive to you please contact me at 
thiggins@bridgehavencounseling.org. Please include your resume, a short description about why you would like 
to work for Bridgehaven, as well as a 1-page testimony about your faith. We will receive applications until such 
time as we invite the most qualified candidates to an interview. 

Thanks again for your interest. 

 

 

Tony Higgins                                                                            
Executive Director                                                                   
Bridgehaven Counseling Associates 
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Position: Administrative Assistant 

Hours Per Week: 20-25 (flexible hours; minimum 2-3 days in-office; additional hours can be worked remotely)  

Reports To: Tony Higgins, Executive Director  

Role 
Assist the Executive Director and the counseling staff with administrative tasks, and to contribute to maintaining 
a Christ-honoring counseling environment by displaying grace, humility, and professionalism to the clients, 
counselors, and constituency of Bridgehaven Counseling Associates. 

Abilities 
● Good interpersonal, communication, writing, and phone skills.	
● Ability to understand and maintain strict confidentiality in a counseling environment.	
● Ability to multi-task, keeping up with the schedules and records of multiple counselors and clients.	
● Ability to operate and/or to learn a variety of computer programs and software platforms.	
● Ability to manage information and data from multiple sources, and to generate reports upon request. 
● This position requires a saving knowledge of Jesus Christ as personal Lord and Savior, as evidenced by a 

growing demonstration of the fruit of the Spirit.	

Tasks	
● Contribute to a Christ-honoring work environment; 
● Maintain strict confidentiality regarding all Bridgehaven-related matters and concerns; 
● Process the collection of all information gathered from potential-clients, and work with the Executive 

Director to staff and schedule all new, first-time clients; 
● Input and maintain all client records in the electronic records (SimplePractice or other software); 
● Responsible for client-initiated scheduling requests for all existing and returning clients; 
● Work with each counselor in maintaining a waitlist of existing clients, and scheduling those existing 

clients as openings come available; 
● Send scheduling-related reminder notifications for first time clients; 
● Manage all invoicing, scholarships, and accounts payable and receivable in a variety of software systems; 
● Create individual year-end statements for clients upon request; 
● Field all calls to the office, responding to individual concerns as able, or routing the calls to the 

appropriate person as necessary; 
● Create, receive, and process routine office correspondence; 
● Be aware of all office and supply needs, ordering and restocking as needed, and bringing them to the 

attention of the Executive Director as necessary; 
● Create and maintain hard-copy files as necessary; 
● Other duties as assigned by the Executive Director.	


