
 
Title:   Administrative Assistant 

Purpose:  To serve as an administrative assistant to the pastor/ head of staff and to provide administrative, office 
management services to members of the congregation and other members of staff. 

Hours: Part-time 30 hours per week                                           Status:  Non-exempt 

Minimum Qualifications: 

1. Understands the nature and community life of the church 
2. Is able to meet and communicate with the staff, volunteers,  members of the congregation, and the public in a 

sensitive, confidential, professional and friendly manner 
3. Takes pride in the quality of completed work without sacrificing efficiency 
4. Is flexible, handles stress and is a team player 
5. Is able to set priorities, efficiently manage time, organize assignments and solve problems independently with 

minimal or no supervision and direction 
6. Is able to train and supervise the work of volunteers 
7. Is adept at performing accurate, knowledgeable and efficient functions, multi-tasking and  working efficiently 

with a high number of interruptions 
8. Is proficient in using office equipment and computer based programs  

Experience:  

1. Has extensive experience with Microsoft Word, Excel, Power Point, Publisher, google shared drive and websites 
2. Has previous experience and familiarity with data management programs similar to Shelby Next  
3. Knows how to properly utilize and research resources on the internet 
4. Is able to design layouts and use desktop publishing that incorporate graphics, clip art, scanned materials and 

digitized photography 

Relationships: 

1. Is accountable to the pastor as head of staff 
2. Interface with the session through the Human Resource Commission which serves in an advisory capacity 
3. Provide support to commissions, teams and organizations  

Responsibilities: 

1. Reception and Office Management 
a. Welcome visitors and members of the congregation into the office and the campus  
b. Answer/return telephone calls and provide information and assistance 
c. Perform the basic functions of and including Microsoft Suites, filing, routine correspondence, and other 

duties assigned by the head of staff 
d. Explain to staff and members directions on using google share drive, the church directory and other 

computer based programs  
2. Electronic Media 

a. Update website  daily and electronic sign weekly  
b. Post on and retrieve information from social media  
c. Track use of virtual services 
d. Use other media that the church implements 

3. Church Directory 
a. Keep  the Shelby Next directory up to date 
b. Maintain permanent session and membership record books  
c. Track the use of Shelby Next or similar programs 
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4. Material Production 
a. Ensure timely preparation and reproduction of worship bulletins, newsletters, 

correspondence,  brochures,  etc., with attention to the creative appeal and readability of desk top 
publishing 

b. Maintain a current  manual for all office operations, procedures and policies 
c. Solicit and publish information for the annual report of the congregation  

5. Church Supply Management 
a. Order and maintain church supplies and ensure that office equipment are kept in good repair 
b. Submit check requests to the treasurer and distribute signed checks 
c. Manage the distribution and return of church keys 

6. Administrative Assistance 
a. Meet regularly with the pastor to review and set priorities for daily and weekly activities  
b. Attend regular staff meetings and keep track of  personal work hours 
c. Be supportive to the pastor by anticipating needs and offering ideas, recommendations and assistance 

7. Calendar and Scheduling 
a. Keep the Shelby Next calendar current on a daily basis  
b. Use Shelby Next to manage the scheduling of facilities  

8. Volunteer Management  
a. Arrange for a substitute when needed 
b. Recruit, train and supervise office volunteers 
c. Provide clear direction for completing assigned tasks 

 

Evaluation: Evaluation, salary, and termination policies are outlined in the Sections III and IV of the Human Resource 
Handbook. 

 

    


