
Immanuel Baptist Church 

1451 E. 45thST 

SHAWNEE, OK 74804 

 

Position Description 

 

JOB TITLE: Receptionist  

DEPARTMENT: Administrative Support 

SUPERVISED BY: Senior Associate Pastor  

PRINCIPAL FUNCTION: Receive and manage all guests and incoming phone calls and serve 
as the “FIRST IMPRESSION” for Immanuel Baptist Church.  

DUTIES AND RESPONSIBILITIES:  

A. General Office Responsibilities  
1. Maintains daily personal schedule and “TO DO” list 
2. Answer telephones, greets, and directs guests 
3. Preforms basic secretarial duties that include typing, copying, faxing, folding etc., as 

assigned by Church Business Administrator 
4. Maintains weekly office supply inventory and orders with approval of CBA 
5. Processes incoming and outgoing mail as instructed.  
6. Maintains office break room (collect ice, prepare coffee, tidy up, etc.)  
7. Mails weekly reminder notices as instructed  
8. Prepares and mails products requested by committees.  
9. Assists coworkers with the production of presentations and mail outs.  
10. Preforms other duties assigned 
B. Education Division Support Responsibilities  
11. Clerical duties to include scanning attendance for Sunday school and reconcile to master 

Sunday School Register.  
12. Prints and distributes weekly attendance transmittals for Sunday school and all activity 

organizations that track personal attendance.  
13. Weekly clean out Sunday school boxes and destroy outdated material.  
14. Print lists and labels for Sunday School classes and departments, church activity 

organizations as requested by the CBA 

QUALIFICATION FOR POSITION:  

Must be a professing Christian and a member of a local Evangelical congregation. Must have a 
high school diploma to read, write and follow written instructions necessary for this entry level 
position, pleasing phone voice and skill with multiple telephone lines. Exhibits the ability to 



work with people. Must have excellent diction and enunciation. Must have good grammar and 
spelling skills. Must type a minimum of 40 words per minute. Must be computer literate on a 
beginner level and have the desire and aptitude to increase abilities. Must be detail oriented and 
can multi-task efficiently. 

NEEDED ATTRIBUTES:  

A cheerful, pleasant but professional telephone voice, the ability to deal with difficult people, 
verbal ability, ability to organize time and task, attention to detail, skill in working with other 
people, willingness to modify plans and behavior when necessary to meet a goal and uplift the 
reputation of Immanuel Baptist Church and display a professional appearance and conduct. 
Makes a good first impression on others. Christ like.  

PHYSICAL REQUIREMENTS: 

80% of time is spent sitting, talking, hearing, seeing, and functioning in the work environment at 
the workstation. 20% is spent standing, stooping, kneeling, reaching, and handling workplace 
material and products. Occasional lifting of up to 25 pounds is required.  

CERTIFICATION:  

I CERTIFY THAT 1) I have read and fully understand the requirements listed for this position: 
2) I meet or exceed the requirement for knowledge, skills, education, and experience, and 3) I am 
able to satisfactorily perform all essential functions of the above outlined position. 

______________________________                                          _________________________ 

Employee Signature         Date 

 


