
A follower of the Lord Jesus Christ
A people person with a servant’s heart
Able to maintain confidentiality in a spiritually mature way
Detail and task oriented. Able to follow through with delegated responsibilities in a timely manner
A self-starter who can work independently, recognize needs and initiate suggestions for improvement 
Comfortable with Word, PowerPoint, Excel and Google Docs. Willing to learn Breeze and Canva
Able to use standard office equipment
Strong organizational skills

Oversee the management of the office, including maintaining supplies, equipment needs, filing, mail, etc.
When present, act as the primary receptionist; greeting walk-ins and answering phones with tact, courtesy
and diplomacy
Supervise the scheduling of church activities and building use, including weddings and funerals
Produce and assemble the weekly bulletins, which includes church announcements and other pertinent
information
Attend staff meetings to provide status reports and share concerns
Manage church and facility calendar
As time allows, assist co-workers in their tasks
Schedule Sunday morning greeters and Welcome Center volunteers (schedules sent out 3-4 weeks ahead of
time)
Assist the financial secretary in counting weekly offerings

Qualifications:

Responsibilities:

ADMINISTRATIVE ASSISTANT
POSITION DETAILS

Job Title: Administrative Assistant
Purpose: To provide administrative and ministry support for the pastoral staff, program staff and 
                    volunteers.
Current Pay Schedule: $15.00/hr
Vacation time based on Emmanuel employee personnel policies
Status: Part-Time
Hours: 8-16 hours per week
Application Date: Open Until Filled. 
Anticipated Start Date: April 17-19 Paid Training, April 24 - Start date

QUALIFICATIONS AND RESPONSIBILITIES

HOW TO APPLY

Interested candidates should complete the enclosed application and either email or send it to:

Emmanuel Baptist Church
℅ Pastor Mike Rue
536 Union St. So. 
Mora, MN 55051 
(320) 679-2530

mrue@emmanuelmora.com



APPLICATION FOR EMPLOYMENT
Administrative Assistant

PERSONAL INFORMATION

Name _________________________________________________________________________________
LAST                                                     FIRST                                               MIDDLE

Present Address ________________________________________________________________________

Preferred Phone Number ____________________ Email Address _________________________________

WORK EXPERIENCE
Please list your work and/or ministry experience for the past five years beginning with your most recent job held. If you
were self-employed, give firm name. Attach additional sheets if necessary.

Name of employer: Name of last supervisor:

Address: Employment dates

Phone number: From: To:

Your last job title:

Reason for leaving (be specific):

May we contact this employer for a reference? ⎕ YES    ⎕ NO

Name of employer: Name of last supervisor:

Address: Employment dates

Phone number
From: To:

Your last job title:

Reason for leaving (be specific):

May we contact this employer for a reference? ⎕ YES   ⎕  NO
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Name of employer: Name of last supervisor:

Address: Employment dates

Phone number
From: To:

Your last job title:

Reason for leaving (be specific):

May we contact this employer for a reference? ⎕ YES   ⎕  NO

Name of employer: Name of last supervisor:

Address: Employment dates

Phone number
From: To:

Your last job title:

Reason for leaving (be specific):

May we contact this employer for a reference? ⎕ YES   ⎕  NO

Please describe any additional training or experience you have that is relevant to this position.

EDUCATION & EXPERIENCE

TYPE OF SCHOOL NAME OF SCHOOL LOCATION NO. OF YEARS
COMPLETED

MAJOR/DEGREE

COLLEGE/UNIVERSITY

TECH/VOC. SCHOOL

GRADUATE SCHOOL

OTHER
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PREVIOUS CHURCH INVOLVEMENT
Please list all churches you have regularly attended during the past ten years.

______________________________________________________________________________________
NAME OF CHURCH                                      AFFILIATION                                           CITY & STATE                                      DATES ATTENDED

______________________________________________________________________________________
NAME OF CHURCH                                      AFFILIATION                                           CITY & STATE                                      DATES ATTENDED

______________________________________________________________________________________
NAME OF CHURCH                                      AFFILIATION                                           CITY & STATE                                      DATES ATTENDED

Briefly describe ways in which you have been involved in the life of the churches you’ve attended.

CHRISTIAN TESTIMONY

Briefly describe the story of how and when you became a Christian.

Please describe how you specifically nurture your ongoing relationship with Christ on a daily basis, weekly,
etc., and what God has been speaking to you about in your quiet time and prayer life.
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BACKGROUND

If you answer “yes” to any of these questions in the following section, please attach a separate sheet indicating
the nature of the suit, offense, date, court, and disposition or other appropriate explanation. A conviction record
will not automatically be a bar to employment. Factors such as your age at the time of the crime, seriousness,
and nature of the violation, time elapsed since the crime, job relatedness, and subsequent rehabilitation will be
considered.

Have you ever been convicted of a criminal offense (felony or misdemeanor, except for minor traffic violations)? You
should answer “yes” if you have entered into a plea agreement, including a deferred sentence or a deferred judgment
arrangement in connection with a criminal charge.   ⎕  YES   ⎕  NO

Have you ever been charged with a sexual offense, offense relating to children, or crime of violence?  ⎕  YES   ⎕  NO

Have you ever been reported to a social service agency, law enforcement authority, child abuse registry, or similar
organization regarding abuse or misconduct involving children?  ⎕  YES   ⎕  NO

Have you ever been subjected to expulsion, discharge, reprimand, or other disciplinary action by a church, denomination,
religious organization, or employer for any reason, including misappropriation of funds?  ⎕  YES   ⎕  NO

Have you ever been a party to a civil lawsuit involving sexual misconduct, sexual harassment, or other immoral behavior
or conduct involving adults or children?  ⎕  YES   ⎕  NO

Have you ever been the subject of a complaint or disciplinary proceeding against a professional license or other license
held by you, including but not limited to a license to provide childcare or similar services?  ⎕ YES   ⎕ NO

Have you ever been the subject of any disciplinary action, transfer, or dismissal, or been named as a defendant in a civil
or criminal lawsuit, as a result of an accident or mishap involving children? ⎕  YES  ⎕  NO

Have you ever touched a child in a sexual manner? (Do not include child-to-child contact that occurred more than ten
years ago.)  ⎕  YES   ⎕  NO

If chosen for this position, will you be willing to undergo a criminal background check?   ⎕  YES   ⎕  NO

REFERENCES

Please provide one reference who is qualified to speak of your spiritual experience and Christian service. Do not list
family members or relatives for references.

Name Phone Number/Email Address Position Length of Relationship

Please provide three references to speak of your professional experience. List your current or most recent supervisor first.

Name Phone Number/Email Address Position

Name Phone Number/Email Address Position
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Name Phone Number/Email Address Position

AGREEMENT
Please read carefully, initial each paragraph and sign below

_________
Initials

I certify that all the information in this application is accurate and complete to the best of my
knowledge and I have not knowingly withheld any information that might adversely affect my
chances for employment. I understand that misleading or false statements will constitute
sufficient cause for refusal of hire or termination of my employment.

_________
Initials

I understand that neither the acceptance of this application nor the subsequent entry into
any type of employment relationship with Emmanuel Baptist Church creates an actual or
implied contract of employment. I understand that, if I accept employment with Emmanuel
Baptist Church, it will be on an at-will basis. This means that either Emmanuel Baptist
Church or I have the right to terminate the employment relationship at any time, for any
reason, with or without cause.

_________
Initials

I authorize Emmanuel Baptist Church to conduct an investigation concerning my
background, record, and suitability for service with Emmanuel Baptist Church. I specifically
authorize Emmanuel Baptist Church, as it deems appropriate, to contact all references,
educational institutions, past employers, churches, organizations, and persons identified by
me. I authorize all such persons or organizations to release to Emmanuel Baptist Church
any information they may have regarding my record, character, and fitness for working with
children.

Signature of applicant ____________________________________________ Date____________________

Please send completed applications via email to mrue@emmanuelmora.com, USPS to the address below, or drop off in
the church office at the address below.

Emmanuel Baptist Church
℅ Pastor Mike Rue
536 Union St. So.
Mora, MN 55051
(320) 679-2530
mrue@emmanuelmora.com
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