
Good Shepherd Lutheran Church 

 

Position Title   Administrative Assistant 

 

Position Type  Full Time 

 

Supervisor  Director of Resource Ministry  

 

Position Description  

 

Responsible for providing leadership in administrative, clerical and support functions as a 

member of the church staff to help ensure that Good Shepherd Lutheran Church achieves its 

mission and vision.  

 

The Administrative Assistant supports the church office Monday – Thursday, 9:00 am – 5:00 pm 

and Friday, 9:00 am – 12:00 pm. 

 

Specific Duties and Responsibilities 

 

A. Congregational Service and Support: 

1. Be connected to Good Shepherd’s Mission, Vision and Objectives 

2. Act in accordance with Good Shepherd’s core values 

3. Be attuned to congregational life, including needs and celebrations within our 

congregation 

4. Be a friendly face and voice readily available on the “frontline” for Good Shepherd 

5. Work with other Administrative Assistant to serve as receptionist and provide quality 

service and assistance to staff, members, visitors, guests, and others 

6. Conduct oneself in a professional manner at all times and maintain complete 

confidentiality 

 

B. Communication: 

1. Be open, receptive and communicative with all co-workers 

2. Prepare and print bulletins for three services each Sunday and as needed for funerals and 

weddings and other celebrations and services 

3. Prepare mass emails and bulk mailings to congregation members and/or visitors 

4. Advocate for, and help to maintain and oversee, the church database and communication 

portal (Realm) 

5. Maintain updated information on Wittenberg Information Center 

6. Work closely with Director of Communications to disseminate information to the 

congregation in an accurate and timely manner 

 

 

C. Scheduling: 

1. Responsible for church facility and bus scheduling, maintaining building and bus use 

schedule, and monitoring and addressing scheduling conflicts  



2. Provide reminders of upcoming events at staff meetings  

3. Be patient and flexible in addressing schedule changes 

 

D. Administrative: 

1. Have secondary responsibility for updating and maintaining the church database with 

accurate and timely member and visitor information 

2. Be willing to learn and use multiple online programs at an administrator level, and be 

able to train others  

3. Update/change recorded phone messages as needed for holidays and weather 

4. Provide database support to staff and volunteers, such as running reports and queries, 

building process Pathways, and inputting registration events 

5. Provide administrative support in the church office, such as answering phones, routing 

calls, copying, mailing and other routine tasks 

6. Provide administrative support including generating reports, correspondence and 

presentations and following up on delegated tasks for Pastors, Directors, and ministry 

teams as needed 

7. Sort mail and other items delivered daily 

8. Attend weekly staff meetings 

9. Assume Microsoft 365 and church database administrator responsibilities 

10. Write and update office procedures as needed 

11. Other duties as delegated or assigned 

 

Knowledge, Skills and Qualifications 

 

1. Ability to maintain confidentiality 

2. Liturgical experience a plus 

3. Excellent member relations and communication skills 

4. Effective team player skills with willingness to help wherever needed 

5. Solid organizational, time management, and problem solving skills 

6. Knowledge and proficiency in using office equipment, e.g., copiers, folding machines, 

postal equipment, fax machines, computers, and USPS mass mailings 
7. Experience programming a multi-line phone system 

8. Excellent skills with Microsoft Office Suite, including Publisher 

9. Ability to learn quickly and work efficiently on several projects at once 

10. Experience working effectively with volunteers 

11. ACS or other church database experience a plus 

12. Experience as a church or other non-profit Administrative Assistant preferred 

 

Education 

 

• High School diploma required 

• College degree desirable 
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