POSITION DESCRIPTION:  Administrative Assistant
PURPOSE: The Administrative Assistant will provide administrative, organizational and office support to the Pastor. 

ACCOUNTABILITY: The Administrative Assistant is accountable to the Pastor, chairman of the deacon committee, and chairman of the steward committee.  All work for the Administrative Assistant will filter through the Pastor. 

MAJOR RESPONSIBILITIES:

A. Answer the telephone

1. Know who to contact for information

2. Know the pastor’s schedule
3. Be familiar with upcoming events and planned church ministries

4. Be familiar with benevolence needs

B. Receive church office visitors

1. Guard the pastor’s time and schedule

2. Provide necessary information or make appointments

C. Keep church information up to date.
1. Church calendar

2. Church directory – phone numbers, addresses, email addresses, etc.

3. Birthdays and anniversaries

D. Type correspondence and mail/email various letters, cards, etc.

1. Reminders to ushers, nursery attendants, etc. of their weekly/monthly responsibilities
2. Bulletins to those absent on Sunday
E. Assist in maintaining Pastor’s appointments

F. Produce the Sunday bulletin

1. Collect announcements and all information for the bulletin including inserts

2. Collect and maintain the prayer sheet information

3. Prepare bulletins for distribution on Sunday

4. Maintain computer and hard copy files of bulletins

G. Provide advertisement and promotion of church activities/programs/events.

1. In-church promotions such as bulletin inserts, bulletin boards, power point presentations, sign-up sheets, banners, etc.
2. Outside promotion such as radio, newspaper, letters to other churches, etc.

H. Provide organizational leadership for special events and activities

1. Be the contact person for special speakers

2. Know who to contact for various special events such as weddings, funerals, baptisms, etc.

a. Heating, A/C, tables, chairs, and other facilities needs

b. Technology needs such as sound system, computer system

I. Assist with production of PowerPoint files for services and sermons including research for them
J. Assist with financial records and bank deposits

K. Know the policies of the church

L. Maintain hard copy and computer files.

M. Other duties as assigned by Pastor

NECESSARY SKILLS:

A. Good interpersonal and communication skills using various media 

B. Proper phone etiquette

C. Very proficient in various software applications including Word, PowerPoint, Publisher, email, and internet browser and be able to learn minor website administration.  
D. Proficient in spelling, grammar, proof reading, and writing
E. Able to maintain confidentiality and handle sensitive information in a professional manner
F. Organizational skills of both people, information, and things as demonstrated by being able to handle multiple tasks and responsibilities efficiently
G. Able to work impartially with a variety of people

H. Operate various office equipment

I. Dependable, reliable, tactful, and punctual

J. Detail oriented

PROVIDE REFERENCES INCLUDING YOUR PASTOR
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