
      CINCINNATI CHRISTIAN CHURCH 

  11432 EAST STATE ROAD 54 

  BLOOMFIELD, INDIANA 47424 

  812-825-5691 || “Helping People Find and Follow Jesus” 

 

SEND RESUMES AND LETTERS OF INTEREST TO: office.cincinnaticc@gmail.com 

 

SECRETARY 

 

We are looking for a self-motivated independent worker with Microsoft Suite skills to produce communication 

items for our church.   

 

ACCOUNTABILITY:  

The Secretary reports to the Senior Minister and is ultimately responsible to the Eldership and Church Board. 

 

SCHEDULE IN GENERAL: 

Weekly Schedule is 7 on-site office hours + 1 hour paid off-site.  Published church office hours are from 900am 

to 300pm and so hours will be 8am-3pm on Thursdays.  Work time/scheduling is not flexible from week to week.  

 

OBJECTIVE: To be responsible for producing communication items for Cincinnati Christian Church.  

 

POSITION: Part-Time Support Staff 

 

QUALIFICATIONS: 

1.  An immersed believer in Christ who is an active member (attend services weekly, small groups, etc) in good 

standing of a local church congregation. Employees should agree with the adopted constitution and bylaws of 

CCC. 

2.  Sets an example and serves as a role model in personal life (family, marriage, finances, etc). 

3. Possess excellent communication skills to communicate with a variety of people including staff, volunteers, 

children, parents, and community influencers. 

4. Proficient in Microsoft Suite Products and office machines. 

5.  Organized and self-starting with the ability to work independently. 

 

BASIC RESPONSIBILITY: 
Produce weekly bulletin, create handouts, and update monthly bulletin boards for CCC. 

 

OVERALL RESPONSIBILITIES: 

1.  Thu: Create, copy, fold, and overall produce the weekly bulletin for Sunday Services. 

2.  Thu: Update the information bulletin board including dry erase calendar. 

3.  Thu: Create any handouts needed for church activities. 

4.  Thu: Answer phones and take messages while in the office. 

5.  Mon-Fri: Forward and route emails sent to the secretary email (1-hr off-site paid) 

 

GOALS: 
1.  Work well professionally and personally with all CCC staff members. 

2.  Produce clear communication items that are visually appealing and cost effective. 

 

HOURLY WAGE: $10.00/hour for 8 hours per week via direct deposit. 


