
 
 

 

ADMINISTRATIVE ASSISTANT 

Administrative Assistant-Ministry (WEST CAMPUS) 

 Serves as the initial point of contact for walk-in visitors and incoming 
callers seeking pastoral support or making general inquiries, during 
daytime business hours. 

 Manages production and distribution of relevant written church 
communications, such as weekly church bulletins, monthly newsletters. 

 Manages distribution of electronic congregational communications via 
email and updating church website. 

 Answers and screens all incoming calls, routing them to the appropriate 
staff or department and taking messages as necessary. 

 Maintains church website and provides worship support thru production 
and distribution of service related media. 

 Maintains database of congregational members, new visitors, and 
relevant church activities. 

 Manages the schedule and calendar for relevant church events. 

 Provides clerical support to Ministry Team, Business Administrator and 
other church staff, as necessary. 

 Maintains necessary church files and maintains confidentiality on all 
information contained therein. 

 Manages office supply inventory and orders relevant supplies as 
needed. 

 Monitors office equipment and maintains current list of relevant service 
vendors and serves as vendor point of contact for service issues. 

 Other relevant duties as assigned by church leadership team. 

Required Knowledge, Skills and Abilities 

 Must be able to work at a fast pace and adhere to tight deadlines. 

 Must be able to work independently and have a keen eye for detail. 

 Must be committed to the church’s mission and message. 

 Must be courteous and tactful with parishioners, especially in times of 
grief and crisis. 



 
 

 Must exercise exceptional judgment in dealing with sensitive and 
personal issues. 

 Must be well organized and able to work with minimal direct supervision 

 Must be able to prioritize tasks and be adaptable to unexpected 
changes in daily routine. 

 Must have high comfort level with various technology platforms (i.e. 
Microsoft Office applications, such as PowerPoint, Word, Outlook, etc.) 
as well as various publishing software programs.  

 Must be able to communicate effectively both verbally and in writing. 

 Must be comfortable dealing with people in all socio-economic levels 
and managing people in crisis in a face-to-face setting. 

 Must be able to multi-task while managing ongoing interruptions during 
the workday. 

Education and Experience 

 High school diploma or GED equivalent required. 

 Associate’s degree or Bachelor’s degree preferred. 

 At least two years clerical or administrative experience (preferably in a 
church environment). Desktop publishing/design experience a plus. 

Work Environment 

 Work is performed in an office environment during normal weekday 
business hours. 

 Some weekend work may be required during major church events. 

 Must be able to lift up to 30 pounds. 

 

 


