Job Description: Part-Time Ministerial Assistant 
Position Title: Part-Time Ministerial Assistant
Reports To: Office Manager
Hours: 10–20 hours per week (as determined by the church)
Status: Part-Time

Position Summary
The Part-Time Ministerial Assistant provides key administrative support to the Office Manager and assists ministerial staff in carrying out the ministry of the church. This position ensures efficient day-to-day office operations and helps coordinate ministry activities.

Key Responsibilities
1. Administrative Office Support
· Serve as a welcoming presence in the church office; greet visitors and answer phone calls and emails.
· Maintain church records, membership rolls, and confidential documents according to church policies. Request church letters, filing and uploading membership files
· Prepare prayer lists, and other printed communications.
· Assist with scheduling appointments, and maintaining internal calendars.
· Assist in filing and record keeping. 
· Updating community resource sheet 
· Connection Cards (visitor records)
· Check prayer boxes and add request to prayer list
· Update hospital board and notify care teams
· Assist with van/bus reservations
· Prepare Sunday school rosters and attendance
· Small Repair Team requests
2. Ministry & Pastoral Support (Administrative Focus)
· Assist with preparation materials for Bible studies, discipleship groups, youth and children’s ministry
· Coordinate volunteer schedules for greeters, ushers, and ministry helpers as assigned.
3. Event & Ministry Coordination
· Provide administrative support for church events including business meetings, fellowship gatherings, baptisms, and communion preparations.
· Manage sign-up sheets, registration forms, and communication reminders.
· Assist with reserving rooms, preparing materials, and ensuring event logistics are in order.

Qualifications
Education & Experience
· High school diploma required; additional education in office administration or ministry preferred.
· Prior administrative or church office experience strongly preferred.
· Familiarity with Baptist doctrine, ministry culture, and church operations.
Skills & Competencies
· Strong organizational and clerical skills with attention to detail.
· Competent in office software (Word, Excel, Publisher, email platforms).
· Professional, friendly communication skills in person, by phone, and in writing.
· Ability to maintain confidentiality and work with discretion.
· Self-motivated, reliable, and able to work independently under the Office Manager’s direction.

Physical Requirements
· Ability to sit, stand, walk, or lift up to 50 lbs. as needed for office or event tasks.

Work Environment
· Church office setting with occasional evening or weekend support depending on ministry needs.
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