
 

Executive Administrative Assistant 

Position Description 

 

Summary 

The Executive Administrative Assistant will work closely with the Pastor/Head of Staff, Associate 
Pastor for Congregational Life, and Director of Administration to offer administrative support to 
the operational and pastoral ministries of the church. Our Pastor and Head of Staff and 
Associate Pastor for Congregational Life work closely with the ordained leadership of our 
congregation, known as elders and deacons. Administrative support for these pastors is critical 
in meeting the behind-the-scenes needs of a growing and vital congregation. The ideal person 
for this role is organized, creative, compassionate, and discerning. 

 

This position is full-time and will report to the Pastor/Head of Staff. Compensation range is 

$35,000 to $45,000 with benefits including but not limited to medical insurance, FSA, 403(b) 

contribution, and PTO. 

 

Please submit your cover letter and resume to FPCassistantsearch@gmail.com by November 

15, 2022.  

 

Responsibilities 

● Maintain accurate membership information in Church Database (Realm – training 

provided) 

● Carry out administrative tasks related to member and visitor engagement with the 

church during the week, such as training and supporting office volunteers, answering 

phones and greeting visitors to the building 

● Work with Clerk of Session and Moderator of Deacons to prepare for meetings and 

execute Session and Deacon roles and responsibilities 

● Other duties as assigned 

  

Essential Functions 

Pastoral Care 

● Serve as the “face” of the church office by greeting visitors, answering phones, and 

training and supporting office volunteers 

● Prepare prayer lists for clergy, staff and others on a weekly (for staff meetings) and 

monthly (for Session) basis 

 

Session 

● Work with the Pastor and Clerk to gather and prepare materials for meetings and 

trainings, including sending monthly reminders and approved minutes to the College of 

Elders 

● Prepare and distribute annual communion schedule and meeting dates (Session and 

Presbytery meetings), and communicate with elders about specific dates and details of 

service 

 

Diaconate 



 

● Work with the Associate Pastor for Congregational Life and Deacon Moderator to 

gather and prepare materials for meetings and trainings 

● Support individual deacons in their Neighbors at First (NAF) ministry by maintaining 

NAF lists, preparing items for distribution, and making appropriate connections 

 

Membership 

● Work with the Membership Committee to maintain member information in Realm 

(Church Database) and hard copy as required 

● Prepare requests and responses to requests for letters of transfer 

● Maintain schedule of and prepare materials for Discover First (new member class) 

  

Worship 

● Coordinate baptisms, funerals, and weddings by communicating logistics with 

individuals preparing for these milestones 

● Coordinate and implement the memorial flowers in worship   

● Prepare and send weekly letters/emails to visitors 

  

Administration 

● Work with the Clerk of Session and the Director of Administration to gather and 

prepare materials for meetings  

● Maintain stock room and breakroom supplies 

● Manage daily mail and package deliveries 

● Greet vendors and contractors 

● Schedule meetings as needed 

 

Core Competencies: 

● Hospitality/Accessibility: Generates a sense of hospitality and or accessibility by his or 

her very presence; communicates a sense of availability, warmth, openness and 

approachability; fosters natural connections between members of the congregation and 

with visitors; supports a culture of welcoming and connection in the life of the 

congregation. 

● Interpersonal Skills: Establishes good working relationships with all others who are 

relevant to the completion of work; works well with people at all levels of the 

congregation; builds appropriate rapport; considers the impact of his/her actions on 

others; uses diplomacy and tact; is approachable; communicates directly with individuals 

when issues arise. 

● Time Management: Is able and willing to focus time on tasks that contribute to 

organizational goals; Uses time effectively and efficiently; values time and respects the 

time of others; concentrates his/her efforts on the most important priorities; can 

appropriately balance priorities. 

● Attention to Detail: Consistently attends to the many small pieces which must be 

assembled into an organized whole; follows up on missing or out of balance items; 

resolves unanswered questions needed to address a problem; keeps the larger picture 

in mind while tending to the smallest of details. 



 

 

 

Minimum Qualifications: 

Education: College degree 

Skills: Proficiency with Google Workspace, Slack, Realm (preferred) or other ChMS.  

Experience: 5+ years of administrative experience 

 

About FPC Richmond: 
First Presbyterian Church is a vibrant Christian community located in Richmond, Virginia where 
all are welcome. The mission of First Presbyterian Church is to inspire faith in Jesus Christ, 
nurture disciples of Jesus Christ, and to serve the world God loves to the glory of God. In our life 
together, we seek to be grounded, growing and generous followers of Jesus. We are committed 
to respecting one another and are strengthened and inspired through worship, study, prayer, 
and service. 
 
First Presbyterian Church aspires to nurture the spiritual life of our members in dynamic, holistic 
and creative ways. We seek to create and sustain a compassionate and inclusive community 
where everyone feels welcome, known and loved. The journey of discipleship is a life-long 
process and we grow together in stages, valuing every person wherever they are in their faith. 

 
 
Our vision is to provide a church where: 
Members feel valued and cared for, elders and deacons feel equipped and supported in their 
roles as leaders and in their ministries, and anyone engaging with the church (whether member, 
visitor, or vendor) experiences a hospitable environment and feels welcomed and heard. 
 


