Union Valley Bible Church seeks a full time Administrative Assistant and Youth Ministries Coordinator to provide administrative, organizational and office support to the Pastor and assist in coordinating the church’s youth ministry.  The position reports to the Pastor and all work will filter through the Pastor. 
The job’s primary responsibilities include handling church communications, scheduling Pastoral appointments, receiving church office visitors, producing bulletins, advertisements and promotional material, assisting in PowerPoint productions, maintaining church records and providing organizational leadership and/or assistance for special events and activities. The person will work with lay youth leaders to plan and coordinate youth activities and provide communication between youth, leaders, and youth parents. 

Union Valley Bible Church is an independent church with a 75 year history in Hutchinson. It is evangelical in doctrine and practice.  Its purpose it to ‘Glory God by leading people to personal faith and maturity in Christ’. Its worship style is a blend of hymns and contemporary congregational music. Teaching and preaching emphasizes the Word of God and applies it to a life of dependency on Christ. 
Sunday is considered a paid work day for this position and attendance at all Sunday activities is expected. The job is a full-time job with benefits including health insurance, vacation and sick leave. 

