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Description: The administrative assistant will serve as a warm and efficient point of first contact with the public on behalf of the church and is primarily responsible for administering the tasks and functions of the church office in coordination with the daily service practices of the ministerial staff.

Ministry Purpose: To administrate the operations within the church office and maintain the
services of church calendar, answering of phones and emails, communication, and correspondence in such a way that allows ministry staff to focus on their primary duties and tasks.

Service Relationships: The administrative assistant is directly responsible to the Senior Pastor or other assigned ministerial staff. The ministry assistant may supervise other office assistants or office volunteers.

Primary Functions:
1. Acts as the church office receptionist by directing phone calls, scheduling appointments, and welcoming guests who visit the church during the work week.
2. Coordinates the church events and ministries calendars and keeps records of administrative forms related to all events.
3. Keeps ministerial staff, deacons, and others informed of prayer requests and pastoral care needs within the church and prepares a weekly prayer list for the church body.
4. Attends and takes notes as needed at all staff meetings and prepares appropriate documents needed for the meetings.
5. Serves as the central point of contact for benevolence needs within the church and community and coordinates the process of assistance for those individuals.
6. Oversees the payment of all church bills and invoices and maintains all financial files in conjunction with the accounting firm and treasurer.
7. Maintains and updates the church member database and other systems of record-keeping.
8. Communicates with the accounting firm regarding payroll and contract labor each month (paid nursery worker hours, janitorial labor, changes in payment, etc.)
9. Records weekly contributions in the financial database and mails out contribution letters yearly.
10. Purchases all janitorial and office supplies and assists all ministries with obtaining supplies when needed.
11. Maintains strict confidentiality regarding all office and church matters.
12. Prepares, edits, and produces all church publications and communication - including the newsletter, worship bulletin, announcement slides, prayer list, and other emails.
13. Assists the senior pastor and other ministry staff in preparing worship services, events, baptisms, Lord’s Supper, and special presentations.

14. Coordinates ministerial staff appointment calendars in conjunction with daily church office activities.
15.  Assists the church treasurer, accounting firm, and Finance Committee with all church budget reports and accountability.
16. Assists ministry staff and church committees with interpretation of church bylaws and policies and procedures.
17.  Maintains and updates church communications such as the church social media and email system.
18. Performs other duties as assigned.

** A very detailed description of daily, weekly, monthly, and yearly duties can be
found on file with the personnel committee.

