
▌Statesboro First United Methodist Church

Job title: Administrative Assistant

Reporting to: Pastor and Staff Parish Relations Committee
Other working relationships include other staff and layperson
within various ministries of the church. The Staff Pastor
Relations Committee will conduct an annual ministry evaluation.

Salary: Negotiable based on Experience

Classification: Non- Exempt

Hours: 20-24

Travel: Minimal local travel.

Location: 101 S. Main Street, Statesboro, GA 30458

Date: January 1, 2021

Purpose of the position

Principal secretary to Statesboro First, with a focus on developing and distributing weekly bulletin
and newsletter. In addition the Administrative Assistant will maintain church membership roll and
attendance, coordinate facility usage, and maintain church calendar.

Key responsibilities & duties

● Coordinates and prepares weekly worship bulletin and special large-print hymns.
● Records reservations for all events held in church facilities.  Makes sure rooms are set-up

as requested and coordinates with the Creative Director of any A/V and special equipment
needs. Communicates with the custodians, and arranges proper scheduling for doors to be
unlocked/locked in the building.

● Maintains records of attendance of all members for all worship services.  Gives weekly list
of visitors to the pastors and lay visitor volunteers.  Coordinates visitor packets with the
church volunteers.

● Coordinates wedding scheduling, needed forms for service, and provided needed
information to wedding coordinators.

● Maintain church membership rolls both computerized and paper.  This includes adding new
members, constituents, visitors, and others; removing those leaving the church by various
means; adding new babies born; completing the Evangelism Report for the Conference
online and for the SFUMC staff.

● Maintain a flower calendar and obtain correct bulletin statements for families.
● Prepare and mail reminder cards for church-related meetings.
● Maintain proper inventory of office supplies.  Order other supplies & books as requested.
● Maintain rosters of committee/special groups and provide mailing labels upon request.
● Record and acknowledge memorial contributions.
● Set computerized air conditioning/heating for the Sanctuary for events held at various

times.
● Prepare the Charge Conference reports for the annual meeting.
● Maintain UPPER ROOM copies in church and distributes to homebound members.

1



● Maintain financial assistance brochure box near door buzzer at back door.
● Serve as backup for Business Administrator for deposits and payroll.**
● Procure and distribute mail.
● Attend weekly staff meetings
● Comply with all church policies and procedures.
● Other duties as assigned or required.

General Qualifications

● Be of good moral and Christian character, serving out of a solid faith in Jesus Christ and
with a team atmosphere.

● Abide by all Safe Sanctuaries policies of Statesboro First United Methodist Church at all
times.

● Be in agreement with Statesboro First UMC’s stated mission and goals.
● Have a caring attitude, excellent people skills, and high integrity.
● Be accessible, responsive, and flexible to handle the changing needs of the church.
● Stability of physical, mental, and emotional health.
● Must have a valid driver’s license.
● Pass a background check.
● Keep confidences as a sacred trust.
● Dependability is essential; tardiness and excessive unscheduled absences may result in

termination of employment.
● Seek ways to achieve through her/his areas of responsibility an integration of church

programming, provide assistance to other members of staff.

Work experience & skills

Experience with production, creative communication, digital communication, sound and lighting
experience is highly favored.
There must be demonstrated experience in leadership, working with volunteers, recruiting,
organizing, and supporting a collaborative team.

Desired minimum qualifications –

Ability to: Operate a computer using word processing and spreadsheet software; type accurately
at a speed necessary to meet the requirements of the position; organize, set priorities, take
initiative, and exercise sound independent judgment within areas of responsibility; interpret, apply,
explain and reach sound decisions in accordance with regulations, policies and procedures; use
basic math skills to manage the budget for their respective ministry area, organize and maintain
office files; compose correspondence from brief instructions; communicate clearly and effectively
orally and in writing; understand and follow written and oral instructions, possess the ability to
listen and respond to requests with discretion, tact, patience, and confidentiality.
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Physical Demands & Work Environment

The physical and mental demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

Physical:
While performing the duties of this job, employees are regularly required to sit, walk and stand;
talk or hear; reach with hands and arms, and lift up to 50pounds. Specific vision abilities required
by this job include close vision, distance vision, and the ability to adjust focus. Duties are primarily
performed indoors in a climate-controlled environment.

Travel is primarily local, although some out-of-the-area and overnight travel may be expected.

Mental:
While performing the duties of this job, employees are regularly required to use written music and
use oral communication skills; observe and interpret situations; learn and apply new information
or repetitive skills, and interact with staff, members of the church, the public, and others
encountered in the course of work.

Disclaimer

This job description is not an exhaustive list of all functions that the employee may be required to
perform, and the employee may be required to perform additional functions.  Statesboro First
United Methodist Church reserves the right to revise the job description at any time. Employment
with the church is at will.  The employee must be able to perform the essential functions of the
position satisfactorily and, if requested, reasonable accommodations may be made to enable
employees with disabilities to perform the essential functions of their job, absent undue hardship.

Signature

I have read this job description (or had it read to me) and I fully understand all my job duties and
responsibilities.  I am able to perform the duties and responsibilities as outlined, with or without
reasonable accommodation.  I understand that my job duties and responsibilities may change
with or without notice on a temporary or regular basis according to the request of my supervisor
and if so, I will be required to perform such additional duties and responsibilities.  If I have any
questions about job duties not specified in this description that I am asked to perform, I should
discuss them with my supervisor or a member of the Staff Parish Relations Committee.

Employee Signature __________________________________ Date ____________________

Supervisor Signature__________________________________ Date ____________________
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