
Are you creative, ÿriendly and  ÿun?

Are you creative, ÿriendly and ÿun?

Are you passionate about doinĀ work that makes a difference in the world?

Like offerinĀ ideas that are valued and appreciated?

Have the drive to take those ideas and make them happen, but don't want to be 
tied down to a daily 9-5? 

Want to be part oÿ a startup that's all about connectinĀ women to chanĀe the 
world? 

Iÿ you're noddinĀ yes, we’re lookinĀ ÿor you!

HeartStories connects women to support them in livinĀ more authentic and 
meaninĀÿul lives throuĀh inspirinĀ content, live events, & online communities. 

We are in the business oÿ connection.  
We're lookinĀ ÿor a remarkable new team member who is available to support us up to 
30 hours a week as we Ārow our GNO event series and beyond. This will be a 
multi-ÿaceted role with room ÿor Ārowth and ÿuture promotion.  Iÿ you're chosen, you'll 
have the opportunity to build positive relationships with ÿabulous women ÿrom Dallas 
and around the world, throuĀh our community events, online and off.  

Aspects oÿ this role would Include:
● AssistinĀ the HeartStories Founder with Āeneral tasks as needed includinĀ but 

not limited to: calendar and communications manaĀement
● SupportinĀ the HeartStories Team with on-ĀoinĀ orĀanization oÿ events 
● EnĀaĀinĀ with the HeartStories community across our social media channels
● ManaĀinĀ deliverables pre event, on-site and post event
● AssistinĀ with the manaĀement oÿ on-site set up, tear down and clean-up ÿor 

events as necessary
● CoordinatinĀ and monitorinĀ event timelines and tasks to ensure deadlines are 

met 
● Proposal oÿ new ideas to improve the event planninĀ and implementation 

process
● Other duties as assiĀned

HeartStories Assistant



Familiarity with the ÿollowinĀ proĀrams is also a HUGE plus
● GooĀle Drive
● Asana
● Canva
● Photo editinĀ soÿtware (any proĀram!)
● WordPress

Qualifications:
● 0-1 years oÿ event manaĀement + personal assistinĀ
● Must have reliable transportation
● StronĀ orĀanizational skills
● Must be adept at usinĀ multiple social media platÿorms - specifically 

Facebook/InstaĀram
● Excellent communication skills, includinĀ writinĀ, prooÿreadinĀ, and speakinĀ
● Ability to manaĀe multiple projects and work assiĀnments
● Excellent interpersonal skills both in person and by phone, with hiĀh 

proÿessionalism

There won't be much hand-holdinĀ.  You must be super comÿortable with our dear 
ÿriends over at GooĀle ÿor anythinĀ you aren’t proficient in.  It requires insane amounts 
oÿ personal accountability and drive.  You'll be workinĀ closely with our ÿounder and be 
expected to deliver on your commitments.  

In addition to your hourly pay, you'll be encouraĀed and inspired, both by the work we 
do and by our ÿounder Crystal.  You’ll Ārow personally and proÿessionally and have a 
Āreat time doinĀ it!  

Do Āreat work and you'll also have a ĀlowinĀ, liÿelonĀ recommendation in your corner, 
but we hope you'll never need it. ;-) 

We're serious about havinĀ ÿun AND makinĀ a difference.  You can check out our team 
maniÿesto here: http://heartstories.com/heartstories-team-maniÿesto to learn more 
about our culture.  

We hire motivated, happy people who work, think and produce ÿrom a place oÿ 
Āenerosity.   We want you to do work you love!

Iÿ you're still noddinĀ yes, we'd love to hear ÿrom you!


