
 
 

 
 

 
Thank you for applying for the role of administrative  

assistant at Pine Ridge Bible Church. We’re grateful for your  
consideration, and are praying alongside you.  

 
Please send completed applications with a copy of your cover letter,  
resume and three letters of reference to pineridgeoffice@gmail.com.  

The deadline for applications is August 16, 2019 
 

In Him,  
Pine Ridge Bible Church 

  



 
 

 
Job Title:  Administrative Assistant 
Start Date: September 30th, with request to be available earlier for training as needed 
 
Job Summary:  The administrative assistant is responsible for secretarial duties, office 
management, acting as a liaison between the congregation and staff as needed and giving 
people who call or visit a quality first impression of Pine Ridge. 
 
Responsible to:  Senior Pastor 
Assists:  All staff and officers, the congregation and the public 
Hours: Monday – Friday, 8 am — 2 pm 
Pay:  $13.50 /hour (experience could result in a higher starting pay) 
 
Qualifications:  

1. Be a witness for Jesus Christ in all attitudes, words and actions. 
2. Exhibit the talents of administration and organization. 
3. Exhibit the gifts of caring, encouragement, hospitality, faith mercy and discernment. 
4. Is in agreement with Pine Ridge Bible Church’s doctrine, philosophy, and policies. 
5. Is flexible and able to work with the pastoral staff, or other staff members, the church 

officers, the congregation and the public. 
6. Is supportive of the pastoral staff. 
7. Is gifted in secretarial, technological and administrative skills. 
8. Possesses an innate ability to keep confidences. 
9. Is eager to learn and pursue excellence. 
10. Is responsible, consistent and prompt. 

 
Job Responsibilities: 

A.  Administrative 
1. Set appointments as necessary 
2. Attend weekly staff meeting and monthly staff lunch 
3. Handle confidential phone calls and emails 
4. Begin prayer chain emails 
5. Consult with pastor concerning congregational affairs 
6. Assist all pastors as needed in 

a. Correspondence 



b. Mailings 
c. Copying 
d. Binding and assembling 
e. Phone calls 
f. Scheduling and email 

7. Shield pastors from unnecessary interruptions 
8. Responsible for organizing files for all legal and business matters 

a. Deeds 
b. Minutes from business meetings 
c. Budget reports 

B. Website and Social Media 
1. Design web pages through web platform, Clover 
2. Post and update web pages 
3. Coordinate social media postings 

C. Secretarial 
1. Receptionist 
2. Compile and publish the church directory as needed 
3. Organize ministry and meeting schedules 

a. Nursery: copy schedule and post on bulletin board 
b. Music: copy schedule, email and post on bulletin board 
c. Communion and Elder prayer schedules: type, copy, and email 
d. Elder/Deacon/Women’s Ministry meetings: schedule and distribute 

4. Update mailboxes 
5. Update bulletin boards in church foyer 
6. Manage Google calendar (both staff and public) 
7. Oversee the scheduling of events 

a. Verify with senior pastor prior to scheduling 
b. See that the proper forms are filled out 
c. Check calendar for availability 
d. Notify appropriate personnel and/or ministries that may be affected 
e. Post on wall calendar in office 
f. Keep track of keys/outside key lockboxes 

8. Design and publish inserts, brochures, flyers, etc. 
9. Gather announcements 
10. Create bulletins, order of worship, and prayer lists in Adobe InDesign 

a. Design, update, print, cut and deliver bulletins weekly 
b. Revise, print, and deliver order of worship weekly 
c. Revise, print, and deliver prayer lists weekly 
d. Scan and email prayer requests to elders weekly 

D. Office Manager 
1.  Receive and direct mail and packages 
2. Order office supplies 
3. Track office and church supply spending with budget 



E. Finance Department 
1. Enter donations into accounting system weekly 
2. Enter bills into accounting system weekly  
3. Communicate and work with treasurer 
4. Fold, print, and mail end of year giving statements. 

 
 
 
 
  



 

About You 
Name: ________________________________________________    Date: ______ 

Present Address: 
___________________________________________________________________ 

Permanent Address: 
___________________________________________________________________ 

Phone: ________________   Email: ________________ 

Are you 18 years or older?   ❑ Yes  ❑ No.  

If under 18 years old, can you provide a work permit?   ❑ Yes  ❑ No 

The Age Discrimination in Employment Act of 1967 prohibits discrimination on the basis of age 
with respect to individuals who are at least 40 but less than 70 years of age. 

Position Desired 
Position: ________________________________    Date you can start: ________________ 

Salary: ________________ Are you employed now?   ❑ Yes  ❑ No 

May we talk to your current employer?   ❑ Yes  ❑ No 

Have you applied here before?   ❑ Yes  ❑ No   If yes, for what position? ________________ 

Are you related to an employee?   ❑ Yes  ❑ No  

If yes, to whom? _________________________ 

Education Name and Location Dates Attended Degree Major 

High School 

 

   



College     

Graduate     

 

US Military rank or membership in the National Guard or Reserves: 
_____________________ 

Employment History 

Dates 
Employer’s Name and 
Address Salary Position 

Reason for 
Leaving 

     

     

     

 
   

 

 

Have you been discharged or asked to resign?  ❑ Yes  ❑ No   If yes, explain on a separate 
sheet. 

Have you been convicted of a felony or misdemeanor?   ❑ Yes  ❑ No 

If yes, please explain on a separate sheet the date and nature of each offense. A conviction 
does not necessarily exclude you from employment. 

Have you ever been denied the opportunity to work with children?   ❑ Yes  ❑ No 

 
 
 



References 

Name Address Phone Years Known 

1    

2    

3    

 

Are you a U.S. citizen or authorized to work in the United States?   ❑ Yes  ❑ No 

Can you verify your identity and eligibility to work in the United States?   ❑ Yes  ❑ No 

Physical Limitations 
Can you perform the functions of this job with reasonable accommodation?  

 ❑ Yes  ❑ No 

If you need accommodation, please describe on a separate sheet. 

Emergency Contact 
Name: ________________________________________________ 

Address: ________________________________________________________________ 

Phone: ________________   Email: ________________________________ 

Relationship: ________________________________ 

 
 
 
 



Signature 
To the best of my knowledge, the facts in this application are true and complete. If hired, untrue 
statements in this application may be grounds for dismissal. 

I authorize the investigation of all statements in this application. The church may contact all 
references, employers, public agencies, and educational institutions to verify the accuracy of all 
information provided by me in this application, my resume, or job interviews. As allowed by law, 
references may give information concerning my previous employment and any pertinent 
information. I release all parties from all liability for any damage that may result from furnishing 
this information to you. 

I agree that if hired that there will be no contract between me and the church. I will be an at-will 
employee as allowed by the State of Michigan. My employment may be terminated by either me 
or my employer at any time. 

I understand that the church does not unlawfully discriminate in employment. No question on 
this application is used for the purpose of limiting an applicant as prohibited by applicable law.  

Our church operates in compliance with the provisions of all applicable federal and state 
non-discrimination regulations including, Titles VI and VII of the Civil Rights Act of 1964, the Age 
Discrimination in Employment Act of 1967, the Equal Pay Act, the Americans with Disabilities 
Act of 1990 and any applicable sections of the state labor code. These prohibit discrimination on 
the basis of the applicant’s age, race, color, sex, religion, national or ethnic origin, and physical 
or mental disability.  

As a Christ-centered, Bible-believing church, we may exercise preference on the basis of 
religion in our employment decisions. 

I certify that I understand and accept the terms in this application. 

Signature: ________________________________________  Date: _____________ 

 


