
HILLCREST BAPTIST CHURCH 

2200 IVERSON STREET 

TEMPLE HILLS, MD 20748 

 

EMPLOYMENT POSITION DESCRIPTION – May 25, 2021 

POSITION: Church Secretary (Part-Time Less than 40 hours) 

Description: The Church Secretary is a part-time church staff position. 

The Church Secretary will serve as the Church Clerk and perform 

general office duties in relieving the supervisor, Pastor, Executive 

Pastor of certain executive and clerical duties. The Church Secretary is 

responsible for recording, processing, and maintaining accurate records 

of all church business and church council meeting transactions. The 

Church Secretary is also responsible for maintaining records of 

proceedings and events, and the official church membership and 

contribution envelopes. In coordination with the Church Moderator, 

prepares the business meeting agenda. The Church Secretary is also 

responsible for the day-to- day clerical and front office management of 

the church. This will include, but not be limited to, greeting the general 

public, visitors and church members, answering the phone, distributing 

the mail and responding to routine inquiries either by phone, in-person, 

or by mail/electronic mail.  

SUPERVISION: The primary supervisor for this position is the Executive 

Pastor.  

KNOWLEDGE/SKILLS REQUIRED: 

 Clerical skills such as filing, basic typing, and organizing. 

 Computer/Internet, desktop publishing, and various software. 

 Office Automation (i.e. fax, copier, and email). 



 Congregational church organization, and conventional affiliations 

such as Southern Baptist. 

 Church mission and vision and Biblical doctrine (What we Believe). 

 Ability to communicate and handle staff and other church 

members and the general public in a discreet, friendly, 

professional and Christ-Like manner. 

 Ability to handle crisis and stressful situations in a mature and 

professional manner. 

 Ability to manage office volunteers and assist various ministry 

leaders.  

 Oral and written communications.  

 Computer applications such as church management software 

(preferably Realm) and Microsoft Suite.  

 Accurate Math skills and attention to detail. 

PHYSICAL DEMANDS: The work is basically sedentary and is 

performed in an office setting.  However, it may require some 

walking, extended periods of standing and light lifting, and driving..  

TRAINING:  The supervisor may authorize job related training 

provided it is approved within the annual Church’s budget. 

  



HILLCREST BAPTIST CHURCH 

2200 IVERSON STREET 

TEMPLE HILLS, MD 20748 

EMPLOYMENT POSITION DESCRIPTION – MAY 25, 2021 

Position: Church Secretary (Part-Time) 

DUTIES/RESPONSIBLITIES: 

 Assist the Church’s Moderator with preparation of the agenda 

for business meetings and distribute as requested. 

 Keep an accurate record (Minutes) of all regular and special 

business meetings and church council meetings. 

 Present the minutes of prior meetings at each business/church 

council meeting for church or council approval. 

 Provide clerical assistance during the invitation period of the 

worship services for new members, re-dedications and other 

decisions.  

 Correspond with other churches for membership changes by 

letter. 

 Preserve membership records for Church history and use these 

to compile periodic or occasional reports.  

 Prepare the Annual Church Profile. 

 Answer the telephone and perform general office work; 

provide copying assistance to the ministries and church 

members.  Maintain various files and a supply of office 

materials and standard forms. All expenditures must be within 

the approved budget.  

 Respond to voicemail and email requests or forward to the 

appropriate staff or ministry leader. Refer non-routine inquiries 



to the appropriate church staff member or other ministry 

leader.  

 Review, open and distribute mail; prepare routine answer 

without direction for approval and signature; answer routine 

correspondence in absence of supervisor. Maintain 

confidentiality and distribute personally addressed mail 

without being opened.  

  Prepare routine correspondence such as visitor’s letters and 

church resolutions and letters of condolences to ensure that 

outgoing correspondence meets the church’s correspondence 

standards. Ensure that letters of condolences for funerals held 

offsite, are timely submitted to the appropriate church/funeral 

director. 

 Arrange for maintenance and needed repairs of office 

equipment as needed.  

 Maintain the Missionaries visits schedule and respond to 

reservation requests for the Keefer House. Coordinate all 

reservations and changes with the Ministry Chairperson, 

Pastor, and Executive Pastor. 

 Perform other Church Clerk and administrative related duties 

as requested by the Pastor or Supervisor. 

 

COMPENSATION: The salary will be as negotiated and agreed to at the 

time of employment.  Salary payments will be paid bi-weekly on the 

15th and 30th of each month.  Subsequent increases will be as 

recommended by the supervisor, reviewed by the Budget and Finance 

committee, and approved within the Church’s budget.  

BENEFITS: As a part-time position, health insurance, life insurance, paid 

vacation or sick leave benefits are not provided for this position.  The 



Church will pay its portion of Social Security taxes and will withhold 

Federal and State taxes, as required. 

EVALUATION: The Church Secretary will be subject to an annual review 

and performance evaluation by the appointed supervisor.  A six (6) 

month interim evaluation may be done to assess the progress and to 

provide assistance and feedback to the employee.  This does not 

preclude an on-going dialogue between the employee and the 

supervisor.  The Pastor and Deacon Chair may also provide feed-back to 

the supervisor for the annual evaluation. A satisfactory or better 

evaluation must be obtained in order to continue in this position. The 

continuation of this position is also contingent on a recommendation 

from the supervisor and the Personnel Committee and the Church’s 

needs and budget approval.  

 

 


