
Good Shepherd Lutheran Church                                Alexandria, Virginia 
 
Position Description for Administrative Secretary 
 
Classification:    Part time                            Supervisor:    Pastor 
 
Purpose 
 
This position has been created in the congregation to perform a variety of secretarial 
and administrative functions to support the ministry of Good Shepherd Lutheran 
Church. The Administrative Secretary works with the pastor to establish the priorities 
of the position. 
 
The incumbent is expected to be tactful, discreet, and circumspect in dealing with the 
public and with Good Shepherd staff, members, and volunteers. This includes 
maintaining confidentiality with respect to phone calls and appointments. 26 hours per 
week. 
 
Responsibilities 
 
The Administrative Secretary responsibilities include but are not limited to the 
following:  
1.Produce Sunday bulletins and bulletins for special services, including proofreading 
the bulletins to ensure they are error-free. 
 
2.Supervise the work of office volunteers. 
 
3.Maintain electronic and paper office records, and perform periodic back-ups of 
electronic records. 
 
4.Produce weekly newsletter, the text provided by Pastor, committee chairs and/or 
members of the congregation. This includes: 
 

•Entering the text into the email newsletter template 
 
•Proofreading and fixing any textual or font errors 
 
•Emailing newsletter to recipients 

 
•Providing the baptismal anniversary and birthday information for the 
newsletter 
•Once a month, printing out the previous month’s weekly newsletters and 
mailing them to members of the congregation who are unable to receive email. 



 
 

 
5.Coordinating mailing, including bulk mail paperwork. 
 
 
6.Maintain an office supplies inventory and order office and janitorial supplies as 
necessary. Also receive delivery of supplies. 
 
 
7.Handle correspondence of the congregation and Pastor, including special mailings to 
members and others. 
 
 
8.Answer telephone and act as receptionist. 
 
 
9.Maintain the permanent record of the congregation under the supervision of the 
Pastor. 
 
 
10.Maintain congregation’s calendar. 
 
 
11.Following the GSLC Usage Policy process, schedule the use of facilities, including 
rooms, in consultation with those groups affected. 
 
 
12.Oversee deposits in, and disbursements from petty cash. 
 
 
13.Stewardship of the Living Lutheran, books and devotional booklets as well as church 
software programs needed for office duties; order, maintain, and receive the items; and 
complete and submit Disbursement Requests for these items as needed. 
 
 
14.Coordinate with members of the congregation who are scheduling assisting 
ministers and lectors to ensure there are volunteers for each position at the appropriate 
service. 
 
15.Email readings to the lectors on a weekly basis and email monthly reminders to the 
scheduled ushers. 
 



16.Perform other related duties as needed by the Pastor, the President of the 
congregation, and the chairpersons of the congregation’s ministries and committees, 
within reason and relation to the other essential duties outlined in job description. 
 
Specifications:    
 
At least high school diploma or GED required, some college preferred.  Excellent 
computer skills and knowledge of Microsoft Office Suite, especially Word and Excel, 
are essential.  Excellent proofreading and editing, organizational, and communication 
skills are required. Ability to work with numbers also desired. 
 


