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JOB TITLE:  Administrative Assistant to Family Ministries (Full Time) 
 
REPORTS TO:  Pastor of Family Ministries 
 
PURPOSE: The Administrative Assistant to Family Ministries is a campus-specific position that exists 
to glorify God by multiplying God-centered, Christ-exalting, world transforming believers through the 
Gospel in the greater Arlington Heights area by providing administrative support to the Family 
Ministries staff and leaders.    
 
RESPONSIBILITIES: 
 

 Provides administrative and clerical support for Family Ministries staff, including but not limited 
to scheduling calendar appointments, processing receipts, and organizing paperwork. 

 
 Coordinates and executes various ministry events for Family Ministries, such as retreats and 

conferences.  
 

 Collaborates with the Family Ministries staff to plan, implement, and evaluate ministry programs, 
processes, and projects.  

 
 Utilizes software systems to maintain data integrity, create lists and reports, track attendance 

and volunteers, manage registrations and form submissions, and accomplish other tasks as 
assigned. 

 
 Arranges, edits, and distributes professional communications in written, verbal, and electronic 

mail format as assigned by ministry leaders, such as newsletters and reports. 
 

 Performs other duties as assigned by the Pastor of Family Ministries of the Arlington Heights 
Campus. 

 
QUALIFICATIONS: 
 

1. Detail-oriented to provide quality work and complete tasks accurately and efficiently. 
2. Aptitude to learn and utilize various software programs. 
3. Strong writing and editing skills. 
4. Ability to organize, analyze, and execute multiple tasks regardless of interruptions. 
5. Self-motivated and able to take initiative, think proactively, and work independently. 
6. Interpersonal skills to communicate effectively with management, members, and volunteers. 
7. Demonstrate professionalism through appearance, attitude, and loyalty. 
8. Positive and supportive attitude. 
9. Exercise discretion and good judgment in personal contacts. 
10. Flexibility to attend occasional family ministries events outside of normal working hours as 

arranged with Pastor of Family Ministries. 
 
To apply for this position, call Michelle Brza, HR Coordinator, at 847.852.2225 or send your cover 
letter and resume to hr@theorchardefc.org.     


