PART-TIME CHURCH ADMINISTRATIVE ASSISTANT
POSITION OVERVIEW: 
This is a part-time position for a friendly and organized individual to join our team as a Church Administrative Assistant.  This role requires approximately 10 hours of on-site work per week.  The applicant will communicate with the Pastor, committee chairpersons and members of the congregation and community, as needed.  
SKILLS NEEDED:
· Good familiarity with computers and a working knowledge of Microsoft Office (primarily Word and Excel)

· Good organization and attention to details.

· Potential familiarity or willingness to learn social media applications is a plus but not required or included in job duties at this time.

· Previous experience in a similar role is helpful, but not necessary.

JOB DUTIES:
· Preparing Service Materials:

· Weekly printing of copies of the order of service by Thursday to ensure availability for Sunday.

· Assisting Trustee Chair with Space Rentals: 

· Update our Cozi calendar with bookings and answer emails or phone calls regarding renting space.

· Assist with scheduling appointments for renters to sign contracts, manage deposits and payments.

· Preparing Official Documents:

· Assist with preparation of important documents, such as those related to conferences, meetings or committees with the guidance from the pastor and committee chairs.

· Keeping Records Organized:

· Assist with maintenance and organization of all important church records ensuring security and easy access by authorized personnel on the office computer.

· Managing Office Supplies:

· Monitor use and maintain adequate supply of office products and re-ordering as needed.

· Handling Emails and Phone Calls:

· Regularly check church email (office@mayschapel.org) and timely respond or forward messages to appropriate personnel.

· Answer the phone and ensure messages are directed to the appropriate personnel.  

· Office Management:

· Maintain an organized office to ensure everything is easily accessible and up to date.

· Managing Mail:

Pick up the mail, sort and deliver to appropriate personnel timely. 
** Additional duties may be assigned, as needed, to assist the Pastor and Committees. *

