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JOB TITLE:     Administrative Assistant – Arlington Heights (Full Time)  

REPORTS TO:      Campus Pastor 

PURPOSE:    

The purpose of this position is to provide administrative support to the campus pastor 
and other members of staff during special projects or needed coverage 

RESPONSIBILITIES: 

 Provide professional communication in written and verbal form on behalf of the 
campus pastor. 
 

 Provide administrative support to campus pastor in managing daily tasks, key 
projects, and the advancement of annual strategic priorities. 
 

 Provide administrative support to the campus pastor’s work with The Orchard School 
of Ministry and TGC Chicago. 
 

 Interact with staff, volunteers, and ministry partners on behalf of the campus pastor 
in support of ministry activities. 
   

 Manage campus pastor’s calendar which includes scheduling appointments, 
preaching/teaching commitments, staff meetings, and blocking time for work on key 
projects. 
 

 Schedule and assist in preparation for meetings, take meeting minutes, saving key 
documents, and recapping actions points. 
  

 Utilize Microsoft Office suite of software applications to process emails, organize 
documents, create presentation materials and produce spreadsheets. 
 

 Receive campus pastor’s incoming phone calls and review voicemails. 
 

 Assist with purchasing and expense reimbursement within the financial plan for 
ministry. This may include processing the campus pastor’s receipts, ordering 
supplies, and managing other expenses as they occur. 
 

 Perform campus phone and/or front desk receptionist duties as needed. 
 

 Perform other duties as assigned by the campus pastor. 



QUALIFICATIONS: 

 Deep love for the local church 
 Strong communication skills in both written and verbal form 
 High level of discretion in handling confidential and sensitive information 
 Ability to organize, analyze, and execute tasks in a timely manner 
 Ability to edit written documents for style and grammar 
 Interpersonal skills with ability to work effectively with management, staff, volunteers, 

and ministry partners 
 Self-motivated and able to initiate projects and work independently 
 Commitment to professionalism through appearance, attitude, and loyalty 
 Computer literate to complete necessary tasks within software applications 
 
 
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.  
 

 
 


