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Administrative Assistant
Grace United Methodist Church 
5407 N, Charles St.
Baltimore, MD 21210


The Administrative Assistant is the public face of the church, interacting with all who connect to the church while also overseeing critical tasks that enable the church to fulfill its mission with excellence and efficiency. The Assistant welcomes visitors, oversees office supplies and equipment, produces printed materials, and coordinates the church calendar.  Although primarily supporting the pastoral staff, the Assistant is available to staff members and church members alike who need office support as they plan and implement the church’s ministries. 

This is a thirty (30) hour per week position. Hour hours are Monday – Thursday, 8:30 a.m. – 3:00 p.m. and 8:30 a.m. - 12:30 p.m. on Fridays. Compensation is $32,760 with additional health and pension benefits. 

Core Duties:
Provide a welcoming presence in the church office to all visitors who interface with the church by coming to the building, calling the church, or reaching out via email.
Produce weekly worship bulletins as well as other special worship bulletins as needed
Oversee the church calendar, including scheduling internal and external events. 
Liaison with outside groups who use the church for meetings, rehearsal, or other events, including procuring room use agreements. room set-ups, and custodial needs
Oversee and purchase necessary office supplies and, in consultation with other staff, office equipment 
Maintain up-to-date church membership and Sunday worship records, including births, deaths, and sacramental milestones
Produce other written materials and correspondence as needed 

Core Competencies: 
Strong oral and written communication skills
Proficiency in all Microsoft applications as well church database systems
Ability to manage multiple tasks simultaneously
Attention to detail 
Hospitality 

Reporting: The Administrative Assistant reports to the Lead Pastor. 

Resume and cover letter should be emailed to associate@graceunitedmethodist.org
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